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EDITOR'S PREFACE. 



T^HE object of the series of handbooks published 
A under the title of The Accountants' Library is 
to provide, at a reasonable price, detailed information as to 
the most approved methods of keeping accounts in relation to 
all the leading classes of industry whose books call for more 
or less specialised treatment. No such series has hitherto been 
attempted ; but there exist, of course, numerous separate 
works dealing with the accounts of one particular class of 
undertaking. These separate works are, however, for the most 
part either too expensive, or too superficial to answer the pur- 
pose that is particularly aimed at by The Accountants' 
Library, which is intended to supply the student with that 
specialised information which he may require, while at the 
same time affording to the trader, banker, or manufacturer 
who is not in a position to secure the fullest information for 
his purpose, knowledge which can hardly fail to be of the very 
greatest assistance to him in the correct keeping of his accounts, 
upon a system specially adapted to his requirements, and 
therefore involving a minimum expenditure of labour. It is 
expected that the series will also be found of material 
assistance to bookkeepers of all classes. 

Without aiming at giving an exhaustive account of the 
manner in which each separate business is conducted, the 
technical points in connection with each industry will receive 
as much attention as is necessary in order fully to elucidate the 
system of accounts advocated, while each volume will be the 
work of one who has made that particular class of accounts 
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more or less a speciality. It is obvious, however, that to 
enable the necessar)' ground to be covered in the space avail- 
able, it is incumbent to assume upon the part of the reader a 
certain knowledge of general bookkeeping. The extent of the 
knowledge assumed will vary according to the nature of the 
class of accounts considered. For example, in the volumes on 
" Bank Accounts "' and " Shipping Accounts," a thorough 
acquaintance with ordinary double-entry bookkeeping is not 
unnaturally assumed ; but in the case, for instance, of 
" ^Auctioneers' Accounts," and other similar volumes, such 
explanations are included as will enable the ordinarily intel- 
ligent reader fully to grasp the methods described even although 
his knowledge of bookkeeping may be of an elementary descrip- 
tion. These explanations are, doubtless, superfluous as far as 
accountants are concerned, but are necessary to make the 
volumes of value to the majority of those specially engaged in 
these particular industries. 

The whole series, comprising fifty-one volumes, forms a 
most valuable and complete library, dealing, at the hands 
of specialists, with practically every class of accounts, and 
illustrating the application of the theory of double-entry as 
described in general works on bookkeeping. 



INTRODUCTION 



T N introducing this work to the reader (and to the professional 
accountant in particular) it may be found of interest to 
give a few statistics relating to the commercial standing of the 
cooperative movement in this country. 

The Annual for 1913, published by the English and Scottish 
Wholesale Societies, gives the following somewhat startling 
figures :— 

Sales from the year 1862 to igio inclusive, ^f 2, 187,388,929. 
Profits ditto. ditto. 209,027,417. 

Statistics relating to the position of Co-operative Societies in 
the United Kingdom for the year ending December 31 1910 : — 
Number of Members ... ... 2,876,892 



Share Capital 
Loan Ditto. 
Sales (1910) 
Net Profits 



^^38.413.963 
12,680,24] 

122,885,411 

13,289,306 



Devoted to Educational purposes (lyio) ... 98,169 

Professional accountants up to a few years ago were, in con- 
nection with the audits of a large proportion of Co-operative 
Societies, conspicuous by their absence. Although this state of 
affairs has vastly improved, still there remains a large amount 
of accountancy work of this description done by lay auditors. 
Seeing that the movement is essentially a working-class move- 
ment, it is in every way desirable that all Societies should 
employ professional men as auditors, as the average investor 
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therein is not expected to exhibit the same knowledge of 
accounts as, say, his wealthier prototype, the investor in stocks 
and shares. Hence the desirability of having experts to 
watch over and guide him in I he manipulation of his not 
inconsiderable transactions. 

The various Acts of Parliament passed from time to time 
seem to recognise this fact in some degree, and provide for the 
employment of public auditors (or two other auditors, who need 
not be public accountants). 

In compiling this handbook, the author has taken for granted 
that the reader has some knowledge of accounts, as kept by 
double-entry bookkeeping, and therefore many points have been 
but briefly touched upon (and in some cases have been eliminated 
altogether), as it would have been obviously impossible to have 
gone into the elements of bookkeeping in an exhaustive manner 
within the limits of this small volume. 

By Sections lo, ii, 12, 13, 14, 15, and 16 of the Industrial 
and Provident Societies Act, 1893, a Co-operative Society is 
required — 

(i) To supply a copy of its rules on demand, at a price not 
exceeding one shilling. 

(2) To have a registered office, and to advise the Registrar 

of every change of address. 

(3) To keep its name painted, or affixed, on the outside of 

every place where its business is carried on, to men- 
tion it in all documents issued by it, and to have it 
engraved in legible characters on its seal. 

(4) To have its accounts audited at least once a year, either 

by a public auditor or by two other auditors, 
appointed under its rules. 
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(5) On or before the 31st March in each year to send to 

the Registrar an Annual Return of its Income and 
Expenditure, Funds, and Effects. 

(6) To supply gratuitously to every interested person a copy 

of its last Annual Return. 

(7) To keep a copy of the last Balance Sheet, with auditor's 

Report, always hung up in a conspicuous place. 

(8) To supply copies of Rules. 

The author desires here to express his indebtedness to the 
Co-operative Union, Lim. (J. C. Gray, Esq., J. P., General 
Secretary), for permission to reproduce model bond forms, &c., 
and examination papers. 
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CO-OPERATIVE SOCIETIES' 
BOOKKEEPING AND ACCOUNTS, 



PART I. 

DISTRIBUTIVE SOCIETIES. 



CHAPTER I. 
SHARES, &c. 



These may be either Transferable or Withdrawable, or 
partly both, according to the rules of the Society. 

An intending shareholder (or member, this latter being the 
designation usually employed) would call at the offices of the 
Society, and, after a perusal of the rules, would hand in his 
name, occupation (if any), and full postal address, to be duly 
placed before the directors at their next meeting. He would 
probably be required to pay, in the first instance, an entrance 
fee of, say, is. 

His receipt for entrance fee would be as under : — 
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CO-OPERATIVE SOCIETIES ACCOUNTS. 3 

The foregoing Signature Form, after tiie member lias signed 
it, and the cashier or clerk has witnessed same, is pasted at 
once into the Members' Signature Guard Book. (The import- 
ance of this will be seen later.) The Signature Form should be 
perforated at the dotted lines, in order that it may be detached 
from the Entrance Fee Receipt Form. 

Note. — Although the above transaction is assumed to have 
been carried through at the registered office, it is the usual cus- 
tom to receive entrance fees at the various branch shops of the 
.Society, but as regards share contributions (and withdrawals) it 
is accepted that the best policy is to deal with these at the office 
only. Hence the intending member usually visits the office for 
the purpose of "signing on," and making his. first share deposit. 

The head shopman at each branch is supplied with a book 
(in duplicate) of Members^ Proposition Forms. At the end of 
the week these are forwarded to the General Office for the 
purpose of being submitted to the directors,, along with others, 
for formal approval and admission. One of the duplicated 
copies should be retained for reference. It may be added that 
in some Societies the member is allowed to deposit the first ;£i 
share at the Branch Store, to save him the trouble of a long 
journey to the Central, as frequently the Branches are at a 
considerable distance from headquarters. But unless it is con- 
venient for one of the office staff to attend periodically at some 
of the distant Branches for the transaction of share business, 
no further deposit should be received by the Branch officials. 

After signing the Declaration Form, the new member is sup- 
plied with a Share Pass Book, duly numbered, with the amount 
of his share contribution entered and initialled by the cashier 
or clerk in charge. In addition, he will obtain a copy of the 
rules and ]M embers' Purchase Book (or other device, according 
to the. system of check in vogue, for registering his shop 
purchases). 

Assuming that John Jones has elected to pay his jQi share 
in full, we will now follow the transaction into the books of the 
Society. 
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Upon receipt of the ^i share the cashier will proceed to 
enter same into the 

SHARE CONTRIBUTION BOOK. 1. 



Date 
1913 


Share 
No. 


Member's Name 


Entrance 
Fees 


Entrance 
Fees 
Daily 
Total 


Share 
Contri- 
butions 


Share 
Contri- 
butions. 
Daily 
Total 


Ref. 


Jan. I 


5.001 


John ] ones . . 


s d 

1 


s d 


£ s d 

10 


£ s d 





Share Withdrawals. — 

These are usually paid to the member personally, or^ if the 
member is unable to attend, the person withdrawing produces 
a duly authorised note, a stock of which is kept at the office 
for the use of members, and which reads as follows : — 
AUTHORISATION NOTE 



To the BEEHIVE CO-OPERATIVE SOCIETY, LIM. 
Date 



Pay Bearer_ 



the sum of 

from iiiy Share Account, No , and 



debit Account with same. 

(Signed) 

Payer's initials 



The signature of this Note of Authorisation must in every case 
be compared with the signature of member to be found in 
Members' .Signature Guard Book. The note should be carefully 
ialed and, at the end of the quarter, placed before the auditor. 
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SHARE PASS BOOK (Front portion). 



Contributions 



Dividend and 

Interest 
Transferred 



Withdrawals 



Present Share 
Claim 



£ s d 



£ s d 



£ s d 
Brought forward 



Carried forward 



£ s d 
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Rules and Regulations for Transaction of Share Business. — 

In addition to the foregoing rulings, it is usual to insert on 
the inside of the cover, a few rules and. instructions for the 
guidance of the member as follows : — 

(i) The office hours for the transaction of business are as follows : 
(Here follow hours of opening and closing for each day oi 
the week). 

(a) Members may withdraw their Share Capital subject to the 
following scale : — 

Any sum up to 
;^5o, four weeks' notice, 
^loo, six ,, ,j 

;f200, eight „ „ 



Any sum up to 
£^, one week's notice. 
;^io, two weeks' ,, 
£zo, three „ „ 



The directors may allow a member to withdraw Share 
Capital irrespective of above, providing application is made 
in due course. They may also, according to rule, suspend the 
payment of Share Capital should the best interests of the 
Society demand it. 

(3) Interest at the rate of 5 per cent, per annum is allowed on all 

fully paid shares of £1, interest commencing on the first of 
the month. No interest is allowed on fractions of a pound 
or for parts of a month. 

(4) Shares are of the value of £1. Any number of shares may 

be held up to jfaoo. 

(5) Each member is responsible for as many shares as he has 

pounds placed to his credit in the books of the Society, and 
no more. 

(6) Special Notice. Members wishing, to withdraw Share Capital 

should attend personally, or, if unable to do so, must send 
a duly authorised note, bearing such member's signature, 
otherwise no money will be paid. Any person attempting 
to withdraw money in the name of a member without being 
so authorised will be liable to a criminal prosecution. 

(7) This Pass Book should be brought in at the end of every 

qliarter in order to be examined and verified by the auditor. 
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On the outside of the Pass Book should be written in bold 
characters the member's name, address, registered share number, 
and the branch shop where the member trades. 

BEEHIVE CO-OPERATIVE SOCIETY. LIMLTED. 
MEMBERS' SHARE LEDGER. 
John Jones. 



Name_ 



Registered No. 5°°i- 



ArlHr^^^ 5 D"ke Stree t. 



Nomination No. 



T*-,*^ -D^t ! Contribu- 


Dividend and 
Interest 


Fines, 
&c. 


With- 
drawals 


Present Claim 


1913 
Jan. I I 


£ s d 

10 


£ s d 


s d 


£ s d 


£ s d 

I 



The Shares of most Distributive Societies are all withdraw- 
able, and therefore the above Ledger will be found adequate. 
A Ledger to comprehend Transferable Shares as well as 
Withdrawable Shares will be found in Productive Societies' 
Accounts, {q.v.) 

The Shares Ledger must be posted up daily from Contribu- 
tion and Withdrawal Books. The Members' Share Account 
should always be referred to in case of withdrawals, to prevent 
possible over-payments and to verify the member's account. 

The daily totals of Share Contribution Book are entered on 
Dr. side of Cashier's Book, totals of Withdrawal Book being 
put to Cr. of same. 
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Summary of Shares. — 

Below is given a suggested Shares Summary, vvfith Dividend 
and Interest columns. The first and last columns need only 
be used at the beginning and end of a year (providing the book 
is so arranged as to allow of four quarters to an opening — two 
quarters per page), as in taking out the quarterly totals into 
Total Share Claim column the previous total, plus Dividend 
and Interest transferred and Contributions, less Withdrawals 
and Fines, will give the final amount. 

At the end of the quarter (or other balancing period) all Con- 
tributions, -Withdrawals, &c. (with previous quarter's Dividend 
and Interest, if not withdrawn), are posted to each member's 
account in the Share Ledger, and the Ledger clerk then goes 
through the Ledger, entering all transactions since previous 
settlement into the respective columns in the Shares Summary 
opposite each member's number. When these are duly 
balanced as above, the net total of Share Claims is the exact 
liability of the Society in regard to Share Capital at the end 
of quarter. The Interest on Shares for quarter is added to 
this total in the Balance Sheet, as this is usually guaranteed 
before arriving at the profit for the quarter. 
Interest on Shares. — 

As regards this, some Societies have a graduated scale of 
interest. They allow, say, 5 per cent, per annum on amounts 
up to ^20 ; from ^20 to ^£50, 4^ per cent. ; and from ^50 
to ^200, 3^ per cent. Again, sometimes it is found desirable 
to let the member's purchases decide the rate of interest — i.e., 
if a member purchases goods to the extent of ;^5 per quarter, 
interest on shares is allowed at the rate of 4 per cent. ; if the 
purchasing power is over £,e,, then 5 per cent, may be allowed. 

Thus it will be seen that after arriving at the Share Claim 
at end of period, it may be necessary to wait until each 
member's purchases have been ascertained before proceeding 
to calculate interest. 
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Interest may be allowed monthly or quarterly. If the 
former, the dates of contributions or withdrawals must be 
taten into account. If the latter, then the contributions must 
be deducted in toto from the final amount to arrive at the 
interest-bearing total. (Note. — As the withdrawals have of 
necessity been already deducted, they are, of course, ignored.) 

Members' Purchases. — 

These are arrived at according to the check system in vogue, 
and will be found dealt with later. 

Dividend on Purchases. — 

After the accounts have been duly audited and submitted for 
approval to the members' meeting, Ihe rate per pound divisible 
among the purchasers is entered at the head of Dividend 
column and the individual items extended. These amounts, 
together with Interest, are carried to the column headed 
Dividend and Interest Payable. 

Payment of Dividend. — 

Certain days are set apart for this to enable members 
desirous of withdrawing their Dividend and Interest to do so. 
The member presents his Dividend Warrant, and the amount 
of dividend, paid is entered into both the Share Summary and 
the member's Pass Book. This latter, which has been in the 
hands of the secretary since the quarter end, is handed to the 
member, together with the amount due, the Warrant being 
retained. It is not considered necessary to obtain the member's 
signature for same, as this would entail a large expenditure of 
time and work. (N.B. — It may here 'be stated that Co- 
operative .Societies are exempt from income-tax, so that no 
deductions are made from Dividends and Interest.) 

Dividends and Interest Transferred. — 

A large number of members prefer to allow their dividend, 
&c., to accumulate from quarter to quarter, and thus will not 
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present their Dividend Warrants on Dividend Day. The office 
staff use all possible diligence in writing up the Share Pass 
Books, usually stipulating a date on the Warrant when the 
books will be ready for delivery. 

The Dividend and Interest not withdrawn is transferred from 
Shares Summary to Cr. of each member's account in Share 
Ledger. 

FORM OP DIVIDEND WARRANT AND RECEIPT FOR 
SHARE PASS BOOK. 



BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Dividend Warrant and Receipt for Share Pass Book 
for quarter ending igi 

Received Pass Book No 



Share Claim £ 
Purchaser £ 



Initials. 



The Quarterly Meeting will be held on 

191 Pass Books balanced 

and ready for delivery on 



Dividend will be paid as follows : — 

(Here is given the days, hours of payment, &c. &c.] 



No withdrawals of Share Capital paid during payment of 
Dividend. 



Under Section 25 of the Art, a member may nominate 
during his lifetime any person or persons to whom his shares 
in the Society shall be transferred at his decease, providing that 
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his claim does not exceed ^"loo sterling. He may also revoke 
or vary the nomination, but such nomination may not be 
varied or revoked by the will or codicil thereto of the 
nominator. 

In case of intestacy, the directors of the Society have discre- 
tionary powers regarcHng the distribution of the Share Claim. 
{Vide Sections 25, 26, 27, 28, 29, 30. and clauses thereto of 
Act.) 

Subjoined is a Form of Nomination much in vogue among 
Societies. 

The Society sometimes makes a small charge for nomination. 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Pass Book No 

NO^IINATION AS TO SHARES OF DECEASED MEMBERS. 

Reference to Receipt and Nomination. 

No Date 191 

I.— Nomination. 

Under the rules of the Society above named, I hereby nominate 

of in the County of 

to receive the money (not exceeding ^loo) standing to my credit in the books of the 
Society at the time of my death. 

Witness Signature 

A ddress Address 



Pass Book No.. 

2. — Revocation. Date. 

I hereby revoke the above nomination. 

Witness Signature. . 

A ddress A ddress 



Pass Book No 

3.— Variation. Date 191 

1 hereby vary the above nomination as follows : — 

I nominate of in the County of 

to receive of the money standing to my credit, 

at my death as aforesaid, in lieu of the above named 

Witness Signature 

Address Address 



N.B.—A Nomination or I'ariation thereof may include any division of the funds among 
different persons tvhich the nominator desires. 
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In concluding the details connected with Share Account, it 
may be said in explanation of the column in Summary for 
Fines, &c., that many Societies deduct a small amount (usually 
IS.) from all total withdrawals. There is no logical reason for 
this, except to prevent members from constantly closing and 
re-opening their accounts. 

SHAREHOLDERS' REGISTER. 







Profession or Trade 


Address] 


Date 




Joined 


Withdrawn 


I 










2 












3 












4 












5 












6 












7 












8 












9 












10 













It is usual to allow three lines to each number to provide for 
the insertion of new names, &c., where and after a member has 
withdrawn. 



CHAPTER IT. 



SMALL SAVINGS OR PENNY BANK ACCOUNTS. 
LOANS (Incoming and Outgoing). 



These accounts are not considered as within the category of 
Banking. Section 19, Clause 3, of the Act reads as follows : — 

Hegulations re Penny Bank Accounts, — 

" The taking deposits of not more than 10s. in any one pay- 
ment nor more than ;^2o for one depositor, payable on not less 
than two clear days' notice, shall not be included in the business 
of banking ; but no Society which takes such deposits shall make 
any payment of withdrawable capital while any claim due on 
account of any such deposit is unsatisfied." 

Note. — Claims under this heading have thus a priority over 
ordinary Share Capital. 

RULES FOR PENNY BANK DEPARTMENT. 

I. — Deposits may be received from either members or non- 
members. 

:l. — Every depositor shall pay twopence for a Pass Book con- 
taining a printed copy of the rules and a table of interest, and in 
which all Deposits and Withdrawals shall be entered. 

3. — Interest will be allowed at the end of every three inonths 
at the rate of £t, 6s. 8d. per cent, per annum, or one halfpenny 
on every sum of 5s. which any depositor may have deposited 
during the whole of the said three months, reckoning from the first 
day of March, June, September, and December. 
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4. — Subscriptions will be received from id. to los. at one time, 
and only one deposit per week is allowed ; the total deposit of one 
person not to exceed ^20. 

5. — One week's notice will be required for all withdrawals under 
£^, and above that sum two weeks'. 

6. — A penny receipt stamp will be attached, at the cost of the 
depositor, on withdrawals of £2 and upwards. 

7. — No money will be received or paid without the production 
of the Deposit Book, and depositors must attend personally (if 
possible) when any money is withdrawn. 

8. — If a Deposit Book is filled with entries, it shall be delivered 
to the Secretary, so that the balance may be transferred to another 
book, which will be provided free. 

g. — Deposits are received upon the express condition that no 
writing or mark shall be made in the Deposit Book, except by 
the Secretary of the Society or some person acting under his 
authority, and that if any writing or mark is so made it shall in 
no way affect the Society. 

10. — The Deposit Book must be preserved intact, and if lost, 
torn, or cut, shall be replaced at the cost of the depositor ; and 
when an account is closed the Society will retain the Deposit 
Book. 

II. — All deposited accounts of one shilling or less, not being 
increased for a period of two years, will be closed and the amount 
forfeited. 

12. — The production of the Deposit Book will be held to relieve 
the Society of all responsibility in respect of payment, even should 
the money be paid to the wrong person. 
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PENNY BANK— DEPOSITOR'S PASS BOOK. 
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Date 


Deposits 


Interest 


Withdrawals 


Present Claim 


Initials 




s d 


s d 


£ s d 

Brought forward . . 


£ s d 










Carried forward . . 







There is nothing further in connection with Penny Bank 
Accounts whicli calls for special mention. 



LOANS ACCOUNT (Incoming). 

This department is usually confined to comparatively few 
persons (as lenders). A Society may find itself short of ready 
capital, owing, perhaps, to requirements of increase in business 
having to be met — such as additional expenditure in Buildings, 
Fixtures, &c. A Society may contract loans in any manner 
specified in its rules, and up to any limit stated therein. Loans 
may only be received where the repayment is secured by agree- 
ment, bond, mortgage, or other legal form. (Note. — Deposits at 
call must be dealt with specially, tUs Section 19, Clause 3.) 

The Co-operative Union, Lim., in their treatise on the 
Industrial and Provident Societies Act recommend the following 
Bond :— 



c 2 
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FORM OF BOXD TO BE GIVEN BV A SOCIETY AS 
SECURITY FOR A LOAN. 

." Know all men by these presents, that the above-named Society 

is firmly bound to of in the county of 

hereinafter called the obligee, (his or her) executors, 

administrators, in a sum equal to double the amount, to be ascer- 
tained as is provided by the condition hereof, for which payment 
to be truly made to the obligee, (his or her) executors or adminis- 
trators, or their certain attorney, the said Society binds itself by 
these presents, sealed with its seal 

Dated the day of 191 



. Seal of 
Secretary. i Society. 



■' Whereas the obligee has opened with the said Society a Loan 
Account upon the terms stated in the notice signed by the Secre- 
tary of the said Society, contained in the Loan Book hereto 
annexed. 

Now the condition of the above-contained bond is, that if the 
said Society pays to the obligee, or the executors or adminis- 
trators of such obligee, from time to time, so long as such account 
continues open, on any demand made as is provided by such 
notice, such sum as is so demanded, not exceeding the amount 
then due to the obligee on the said account for principal and 
interest after such rate as is stated in the said notice, then this 
bond shall be void, but otherwise shall remain in full force for 
double the sum due on such account when the demand is made." 

Sealed and delivered in the presence of 



Members of 
the Committee 

of 
Management, 
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BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 
LOAN LEDGER. 



Date 

Name 
Address 



Con<J'tions{N^^- 

Nature of Security . . 
Bond signed by 



Date 


Particulars 


With- 
drawals 


Deposits 


Interest 


Balance 






£ s d 


r s d 


£ s d 


£ s d 



LOANS (Outgoing). (Section 40 of Act.) 

A Society may make advances of money to its members or 
others on the security of real or personal property ; or, if regis- 
tered to carry on banking business, it may take such security 
as is customary in such business. 

Loans to Members. — 

One of the most common forms of this loan is to be found in 
advances to members on cottage property, thus enabling a 
member to acquire possession of his own dwelling. The Society 
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advances money on the property, and the member undertakes 
to repay the advance, plus interest, in weekly, monthly, or 
quarterly instalments. In cases where the property is in course 
of erection the Society's architect certifies the amount it is 
desirable that the Society should advance from time to time 
until completion. 

Conveyance and Mortgage Deeds. — 

A question has recently arisen as to the legality or other- 
wise of the action of officials of Societies in preparing or filling 
up the blanks in the conveyance and mortgage forms used in 
the building and mortgage transactions of the various Societies. 
The Co-operative Union, Lim., are making full inquiry into the 
matter, and hope to be able to suggest suitable methods for 
carrying on this kind of work in the future, should it be found 
that the present method is not in accordance with law. 

APPLICATIOX FOR AX ADVANCE. 



TO THE 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



I HEREBY GIVE YOU NOTICE, that I am desirous of obtaining an 

advance of £ from this Society, and I propose that 

the* repayment shall be £ 



Name, 

Full Postal Address, 



Share No Date, 

♦State whether Weekly, Monthly, or Quarterly. 
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Descrtption of Property. 

Name of Place, Street and Number? 

Descriftion of Pro-pert y ? 

Number of Rooms? 

Quantity of Ground? 

Names of Tenants? 

Is any Business carried on therein? 

Is the Property Leasehold or Freehold? 

// Leasehold, the Number of Years Unexpired? 

// Original Lease or Assignment of Lease? 

Ground Rent per Annum? 

When Payable? 

To whom — Name and Address? 

Amount of Last Renewal Fine (if any) ? 

Purchase Money? 

What Rent the Property is now let for, or if unoccupied, what is the 

fair Rent for it? 

Taxes, Rates, S^c, specifying each particular Tax, Rate, or Payment? ... 

Does the Landlord or Tenant pay the Taxes? 

Is the Flagging and Paving of Streets done and paid for? 

Are there any other Mortgages or Charges upon the Property? 

(All Charges must be paid off before an advance is had from this Society.) 

Amount required to be Insured? 

Survey Fee £ 

In filling up the above Application, please be particular to give the 

Name and Number of the Street in which the Property is situate, and 

the fullest particulars possible. 



After the foregoing application has been duly reported on by 
the Society's architect, it is submitted to the directors, who 
decide the amount to be advanced, the scale of repayment, &c. 
The matter is then put into the hands of a solicitor, who draws 
up the necessary deeds, &c. (which latter remain in the custody 
of the Society until the mortgage is repaid). 

A Pass Book is issued to the mortgagor (after the agreement 
has been duly signed), the style of which is as follows : — 
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Dr. 


LOAN OR 


MORTGAGE PASS 


BOOK. 




Cr. 


Date 


Balance 


Cash 
ad- 
vanced 


In- 
surance 
&c. 


Interest 


Total 


Date 


Cash 
repaid 


Initials 


Balance 


Total 




£ sd 


£ =d 


£ sd 


£ sd 


£ sd 




£ sd 




£ sd 


£ sd 



The headings of above are sufificiently explanatory, and there- 
fore we will pass on to the Mortgage Ledger. 

This is an exact replica of above, excepting that at the top 
of each page is printed full particulars of conditions of advance, 
&c., as follows : — 

MORTGAGE LEDGER. 



Mortgagor's Name 

Address 

£ agreed to be advanced on the mortgage of. 

Submitted to Directors Minute Book page. 

Property Insured with for £ 

Premium £ Future Premium £ , due 

Scale of Repayment £ , due 



First 



In concluding the Mortgage Account, it should be noted that 
the mortgagors are often charged with income-tax. This may 
be reclaimed from the ground landlord and the mortgagee. 
But as Co-operative Societies are exempt from income-tax 
they, in turn, reclaim the amount paid (which is calculated on 
the interest derived by the Society) from the Income Tax 
Commissioners, 
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The Society, as mortgagee, is bound to see that the insurance 
premium is kept paid up, and therefore it is advisable for the 
Society to pay same and charge the mortgagor through the 
Ledger. 

Special Rules Required. — 

Special rules are adopted by the Society dealing with the 
Mortgage Department, and settling the rate of interest, the 
maximum amount which may be advanced, the legal charges, 
&c., and full particulars of the department, together with a 
table of repayments, showing how many years will elapse at a 
given rate of repayment before the principal and interest are 
■entirely repaid, and the member becomes the sole possessor of 
the property. 



CHAPTER III. 



CASH ACCOUNT. 

(Including various Subsidiary Books relating to Cash.) 



In many large Societies a chief cashier is appointed (or 
treasurer, as he is sometimes called), whose duty it is to receive 
and pay all moneys due to and owing by the Society. Where 
a cashier or treasurer is not appointed these duties usually fall 
to the lot of the secretary. 

The sources of income and outgoing will be found, as a rule, 
under the following heads : — 

Receipts — (i) Share Contributions. 

(2) Penny Bank Deposits. 

(3) Entrance Fees. 

(4) Pass Books Sold. 

(5) Mortgage Repayments. 

(6) Shop Sales. 

(7) Bank Withdrawals. 

(8) Clothing Club Contributions. 

(9) Rents. 

(10) Sundry Receipts. 
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Payments — (i) Share Withdrawals. 

(2) Penny Bank Withdrawals. 

(3) Mortgage Advances. 

(4) Dividend and Interest Paid. 

(5) Trade Payments. 

(6) Wages. 

(7) Directors' Fees and Fares. 

(8) Clothing Club Withdrawals. 

(9) Sundry Expenses. 

(10) Bank Deposits. 

(11) Non-member's Dividend. 

(12) Sundry Payments. 

Duties of Cashier and Pay Clerks. — 

In cases where the business done is large, there will probably 
be several pay, or counter, clerks directly responsible to, and 
under the control of, the chief cashier or secretary. Each will 
have a Subsidiary Petty Cash Book, Share Contribution and 
Withdrawal Books, Sundry Receipts Book, &c. &c. The 
cashier will hand each morning a round sum, say ;£5o, to each 
clerk, which will be entered (in words as well as figures) on the 
Dr. side of Subsidiary Cash Book by the clerk, and initialled 
by the cashier. Sundry receipts will be entered on the same 
side, and Sundry Payments to Cr. side of same in detail. At 
the close of the day, the remaining cash will be entered on Cr. 
side of the clerk's book (in detail), and handed for safe custody 
to the chief cashier, who will sign for same, together with the 
vouchers, thus clearing each day's transactions so far as the 
subsidiary book is concerned. 

In regard to the Receipts as enumerated above, the first five 
items are previously dealt with under Shares, &c. 

Subjoined is found suggested forms for Shopman's Cash or 
Sales Notes : — 
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Shop Sales 

Each shopman will hand over daily to the head shopman 
the whole of his takings for the day, keeping, as a rule, £,\ in 
small change in his till to commence the following day. The 
head shopman enters the amount opposite the name of shop- 
man on the Cash Note, and signs shopman's book (as under). 
Should the cashier only call once per week the whole of the 
columns will thus be filled. In case the cash is handed over 
daily, then a fresh Cash Note is required each day. The last 
column is filled in when the cash is actually handed over to 
cashier, who signs at foot of note (which, being in duplicate, 
leaves the cashier's receipt for the cash in the Cash Note Book, 
carbon being used). 

The items under Sundry Receipts are entered where, say, at 
an outlying Branch, the head shopman is allowed to receive 
such sundry items, to save the members the trouble of a long 
journey to Central Office. 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 
SHOPMAN'S SUBSIDIARY SALES BOOK. 

Particulars of Cash received from Shopman 

at Branch. Week ending igi 



Date 


Day 


Notes, 

Cheques 

&c. 


Gold 


Silver 


Copper 


Bills 


Total 


Head Shop- 
man'sinit'ls 




Monday 
Tuesday . . 
Wednesday 
Thursday . . 
Friday 
Saturday . . 


i s d 


I sd 


£ sd 


I sd 


i sd 


£ sd 





















The head shopman will sign this form daily as the cash is 
handed to him by the shopman. 
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It is desirable to have these books gone through (and com- 
pared with cash handed in by the head shopman) at the office 
occasionally. 

The head shopman will often be called upon to make small 
payments — such as Carriage, Cleaning Shop, Sundry Goods 
Purchased (which he may happen to be short of at the time 
being), Repairs (such as Scales testing and stamping, Knives 
sharpening, &c.). 

He will be required to obtain a receipt for all such payments 
on the following (which will be handed to cashier as a bill) : — 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Registered Office : Cromford Street. 



EXPENSES AND SUNDRY PURCHASES. 
Department. Week ending Saturday igi 



Date Paid 


Particulars 


Rate 


Amount 


Signature of Receiver 




Total .. 


£ 


£ s d 











Certified by Manager of Department. 

Where it is impossible for the cashier to pay wages indi- 
vidually (owing to the number of Branches) it is usually left to 
the head shopman to attend to this duty. He will probably 
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make the payment out of his sales, getting each hand to sign 
on a Wage Note, handing same to cashier as a voucher. 

The following form of \A'age Note is recommended : — 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 



Registered Office : Cromford Street. 



TIME AND WAGES NOTE. 



REFERENCES. 



CASH BOOK. JOURNAL 



. Department 



Week endimgFriday igi 



Name 


1 


1 


>> 
n 

H 


■s 


>> 

P 




c 
H 


05 


p 

So, 

< 




g 


Signature 


Jno. Smith . . 


I 


I 


I 


I 


I 


1 


6 


s d 
30 

Total 


£ sd 

I 10 













Signed and Certified to be Correct Head of Department or Store. 

In cases where it is found desirable to transfer a hand 
temporarily from one department to another, and also to 
charge and adjust wages accordingly, another column might 
advantageously be added to above Wage Note for the purpose 
of recording such transfer. If an employee is absent through 
sickness or other cause, the columns should be filled in accord- 
ingly, thus : S — sick, A — absent. 



:i2 CO-OPERATIVE societies' ACCOUNTS. 

The general manager will usually like to glance through the 
Wage Notes each week, in order to obtain an idea as to the 
regularity, &c., of his men. 

Most of the transactions of the cashier have now been dealt 
with. The foregoing Receipts and Payments are entered by 
him into the cashier's Daily Cash Book. 

It is not necessary to rule off at the close of every day, but 
this should be done weekly. The Cash in hand should be 
counted daily and the total put in, the balance to commence, 
plus Receipts, balancing the Payments, plus Cash in hand at 
end. 
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Upon finishing collecting from the shops or departments, the 
cashier enters the Sales and Sundry Receipts into a Sales, &c., 
Journal. The Cash or Sales Notes should be numbered con- 
secutively for the purpose of easy reference. The following is 
a good form of Sales Book. 
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Bank Withdrawals 

are made by means of cheques signed by two directors, and 
usually countersigned by the secretary. The amount of each 
cheque, and to whom payable, is entered in the Bank Account 
Book by the Ledger clerk, who gets his particulars from each 
trader's account in the Ledger. 

The Bank Account Book is useful in that it is a complete 
■check upon the bank. The left-hand side of the book is used 
for Bank Deposits, &c. (Banker Dr.), and for the Withdrawals 
the right-hand side is taken (Banker Cr.). At the end of the 
quarter or balancing period the totals of each side "are ascer- 
tained and ruled off, and a Reconciliation Account drawn up. 
This consists of the following items : — 

Dr. BANK. PRO FORMA RECONCILIATION ACCOUNT. Cr. 



Balance to begin 

Deposits 

Interest 



Withdrawals 
Commissions 
Cheque Books 
Outstanding Cheques 
Balance at Bank 



The balance at bank is the amount actually due from banker, 
and for auditing purposes the banker will u.sually sign a 
certificate showing same, which, with the outstanding cheques 
(which have not, of course, reached him) deducted, will give 
the balance per Bank Account Book. 

Clothing Club 

•contributions present no particular difficulty. Although 
usually termed " Clothing Club," many Societies allow their 
members to use the club for other goods — such a.s coals, furni- 
ture, and even groceries and meat. Sometimes a special 
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Christmas club is commenced a few months before Christmas, 
and is worked separately from the clothing club. As, however, 
the principle is the same in both clubs, the same books and 
treatment of contributions and withdrawals may obtain. 

The system is practically to act as a bank for the members' 
money, and to allow them to withdraw it in goods whenever 
they choose. This may be varied by drawing lots or numbers, 
and letting the members, or part of them, have goods before 
the actual amount is paid. Assuming the shares in the club 
to be izs. (payable is. per week for twelve weeks of the quarter), 
some members may elect to pay 4s. or 5s. weekly, thus taking 
four or five shares in the club. The amount taken by the shop- 
man or clerk is ascertained, and one share for every 12s. 
received is allowed to be withdrawn. Thus, if the club con- 
tributions are 480s. the number of shares withdrawable is 40. 
If a member has more than one share, a ticket for each share 
is placed in a box, and the requisite number of shares is drawn 
from it and posted up in the shop. Under this system the 
Society is safeguarded from issuing goods without having the 
cash in hand for same. Of course, the member is entitled, pro- 
vided his number is posted up, to withdraw 12s. worth of goods, 
while he may only have paid is. But, as a rule, there are not 
many bad debts contracted, as each member is supposed to 
have a Share Capital Claim of at least ;£i, and by the rules 
of most Societies the Society has a lien on the Share Capital 
until all just debts are discharged. 

For Club Contribution and Withdrawal Ledger see Penny 
Bank Ledger, page 18 ante. 

Subjoined is specimen Club Contribution Card. This card 
is presented to the departmental manager when the account is 
withdrawable, and he writes the amount off the card, and gets 
the member's signature for the goods, which signature and 
amount, together with full particulars, is handed to cashier as a 
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bill equal to cash. The withdrawals are subsequently dealt 
with Jn the office. 

CLOTHING CLUB CARD. 
Depirtmmt. No Name 



Shares— 63. per Week each Share. 


Weekly Deposit . . 
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Supplied 
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Amount Totals | ;^ 
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Rents Receivable. — 

Where a Society owns house or other property bringing in 
a rental, the property is often adjoining a Branch shop. The 
tenant may find it convenient to pay his rent to the shop- 
man, who charges himself with same on his Cash Note (under 
"Other Receipt.s," see Cash Xote), and hands it to cashier 
along with his Sales. 

Payments Side. — 

Nos. I, 2, 3, 6, 8, and 9 on the payments side of Cash 
Account have been dealt with before, so that we will take No. 
4, Dividend and Interest Paid. 
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After the quarter end the members either bring in their 
checks (on specially appointed days) to have their purchases 
ascertained, or the purchases are obtained by the office staff, 
according to the system of check employed. The number of 
pounds spent by the member during the quarter and ranking for 
dividend is entered in the back part of Pass Book, which latter 
is retained, and a Dividend Warrant given in exchange. (See 
Dividend Warrant, page 13.) Any balance over an even 
number of poimds is carried over to the next period in the 
member's Purchase Account. 

Dividend and Interest Paid. — 

On dividend day the warrant is presented at the office by the 
member, who gets his Pass Book in exchange for same, with 
the amount withdrawn entered on the back and initialled by the 
cashier or payer. 

The member's number is taken by the last-named, together 
with the amount paid, which, at the close of dividend paying, 
is posted to Shares Summary (page 11 ante). After balancing 
his cash the cashier has to enter the amount paid on the Cr. 
side of his Cash Book. 

If a member does not wish to withdraw his dividend and 
interest he does not attend on dividend day, and the office staff 
transfers the amount due to the front portion of Pass Book, 
making the same entry in Share Ledger and Shares Summary. 
Thus, if the dividend and interest is withdrawn on the days 
appointed, the transaction is only recorded in back portion of 
Pass Book and Share Summary (not touching the Share 
Ledger). The dividend and interest not withdrawn as such on 
the days appointed is only afterwards withdrawn as share 
capital. It is not considered necessary to obtain a signature 
for dividend, &'c., withdrawn, neither is a stamp needed for 
payments of this nature over £^2. 

Trade Payments 

are usually made by cheque. (See page 35, Bank With'drawals.) 
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It is customary for the cashier when forwarding cheque to 
enclose a Memorandum of Remittance Form, as under, the 
return of which, duly signed, forming the acknowledgment of 
receipt. 

The forms are filed, together with other vouchers, in numerical 
order for audit. 

BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 
TRADE PAYMENT REMITTANCE FORM. 

' igi 



Re/. 



Dear Sik, 

We have pleasure in handing you herewith our Cheque, as 
per particulars below, and shall be obliged if you will return this 
Form duly Recei-pted. 

Yours truly, 

P. pro the Society, 

H. Campbell, 

Cashier. 
To 



Received from the Beehive Co-operative Society, Limited, the 
sum of 



1 
1 




\ 


£ _ 







Received by 




Cheque 
Discount 
Returns, &c 



The particulars of above payments are entered on Cr. side 
of Cash Book in numerical order, and are usually obtained 
from the Bank Account Book. The accounts are submitted to 
the directors for approval and signature, usually weekly. 
Directors' Fees and Fares 
are signed for by the directors on Expense Form (page 30). 
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The fees are usually decided by members' meeting, and are 
paid quarterly. The fares are incurred in case of a director 
being appointed on a deputation to another town, and, in 
addition, he is often allowed something towards expenses. Very 
often the directors are engaged upon special work, which is 
paid for under the heading of Special Services. 

Bank Deposits 

are made by the cashier, usually daily, and consist of all 
receipts from whatever source. The teller at the bank as a rule 
initials a slip giving particulars. The amount thus banked is 
placed on Cr. side of Cash Book. 

Non=Members' Dividend 

is paid to persons who are not members, who may have made 
purchases. The rate per pound paid is somewhat less than 
the members' dividend for the previous quarter, and the amount 
so paid must be deducted at the quarter end from Profit and 
Loss Account, it forming a certain amount of the profit paid in 
advance. The person receiving same may sign on a Sundry 
Expense Form (page 30). 

It will generally be found advisable to confine the payments 
on account of the .sundry items of Clothing Club, Rents, &c., 
on the part of the shopman, to one per week, as in the fore- 
going Sales &c.. Book there is only one column per week for 
these items. Besides, no particular reason exists why these 
should be handed to the cashier oftener. 

The Ca.sh Notes, after being checked, referenced, and posted, 
.should be filed and carefully preserved until the audit. 

Weekly Returns of Sales, &c. — 

In some Societies a Weekly Return is made out (on a dupli- 
cator, preferably) of all Sales, &c., received by the cashier, 
giving each Branch separately, together with the number of 
applications for membership which have been received at each 
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Branch, and with any other interesting and important items, a 
copy of which is handed to each of the directors on their meet- 
ing night. The directors are thus able to study the rate of 
progress the Society is making, noting which particular Branch 
is weakest both in membership and sales. It may also be 
pointed out that in cases where credit is allowed to members, 
the amount outstanding at each Branch should find a place on 
the Weekly Return. As, however, the number of Societies 
where credit is allowed is comparatively small, this is not 
always necessary. The Returns Sheets rnay be printed and 
ruled accordingly, so that the clerk responsible for getting them 
out has only to fill in the figures. 

It is very desirable that all cash receipts of every description 
should be banked the same or the following day by the cashier. 

Imprest System, — 

The Cash Department, so far as the chief cashier is con- 
cerned, might with advantage be worked on the lines of the 
Imprest system, which is, briefly, as follows : — 

No payment should be made out of Receipts. The cashier 
is allowed, say, a continuous balance of ^200 to ;£soo, accord- 
ing to the magnitude of the Society. He will make all pay- 
ments out of this balance. Therefore, supposing the balance 
allowed is ^£500, and the cashier pays away ;£4So during the 
week for Wages, Petty Expenses, &c., he will require a cheque 
signed by the directors for £,^^0, thus bringing up his balance 
to the normal size, wherewith to commence the new week. It 
is a good plan to require the cashier to bank his balance at the 
quarter end, but where this is impossible the amount should be 
verified on closing day by the secretary or auditor. 

!Many Societies require their cashier to give a ca.sh security. 
Others are content with bondsmen, rr a guarantee through an 
insurance society. 
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The amounts to be collected into this Journal are obtained 
from the Cashier's Daily Cash Book. The totals (weekly) are 
then entered into Cash Book Summary. The vouchers for each 
payment should be collected and filed in order, as given in 
Payments Journal, and handed intact to the auditor at the close 
of the period 

Payments not provided for herein find their way to the Cash 
Book Summary through the subsidiary books — such as Share 
Withdrawals, Wages, &c. 

The totals at end of quarter are then posted direct to Dr. or 
Cr. of Impersonal Accounts in Impersonal Ledger. The 
Transfer columns provided in the following Summary Book are 
to adjust mispostings, or to provide for one account to be 
merged into, or deducted from, another before transferring the 
quarterly amounts to Impersonal Account. 
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CHAPTER IV. 



TRADE ACCOUNT. 



It usually requires to accurately work this department 
special clerks, whose sole duty is to check all invoices as regards 
extensions and additions, quantities of goods, &c. &c. The 
buyer "vt'ill generally vouch for the accuracy of the prices charged. 

Upon receipt of goods at the warehouse, the warehouse clerk 
carefully notes particulars, marks, consigner's name, &:c., during 
the process of receiving same from carriers. These he enters 
into a special book called the " Goods Received Book," which 
may be ruled as follows : — 



BEEHIVE CO-OPERATIVE SOCIETY, LIMITED. 
Goons Received at Warehouse, week ending igi 



Date 
Receive4 


From Whom 
ir'urchased 


Invoice 
Ref. 

Goods Car. 


Quantity 
No. Descrip. 


Description, 
Marks, &c. 


Cost 
Price 

s d per 


Selling 
Price 

s d per 



























Weight 
Gross Tare Net 

c. q. lb c. q. lb c. q. lb 



Receiver's! By Whom 
Initials I Delivered 



Station or 
Town Con- 
signed from 



Chargeable 
Boxes, &c. 

No. Descrip. Price 
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Both the above rulings are available at an opening. Each 
column should be carefully filled in. 

There are usually two Goods Received Books in use — one 
to be in the Warehouse Office, and the other to be sent to General 
Office for checking purposes — the books to be each used in 
warehouse every alternate week, so that the goods may be 
checked weekly without inconveniencing the warehouse clerk. 
Thus one book always being on hand at warehouse when goods 
are arriving, the possible risk of non-entry of goods, which 
obtains where only one Goods Received Book is employed, is 
obviated. 

After duly checking the Invoice in all its sections, the Invoice 
or Ledger clerk posts same into the Invoice Journal. This is 
for the purpose of registering the invoice, and of dissecting 
same into the various departments. The invoices are first 
numbered in numerical order, and generally the Ledger folio is 
noted also for easy reference. The Invoices are either filed or 
pasted into a Guard Book. 

INVOICE JOURNAL. 



_0 , 1 Q) . 1 

Date ' >§; 'gf^ Name 


Amount 

of 
Invoice 


u 
"o 
o 

o 


u 
D. 
iS 
P 


o 
o 

« 


cq 


M.S 


s 

u 








Carried Forward £ 


£ s d 


£sd 


£sd 


£sd 


£sd 


£sd 


£sd 






i i 1 1 1 
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TRADE LEDGER (Bought). 

From the foregoing Invoice Journal the invoices are duly 
posted to credit of trader in the Trade Ledger. Where a 
number of invoices are received from one firm every day it will 
be sufficient if the total of all the invoices is posted, instead 
of making a separate entry for every item. In case of any 
difference arising in such an account, the separate invoices are 
always available in the Invoice Journal. The date and invoice 
number should be given. Where a batch of invoices are posted 
into the Ledger /// toto, the invoice reference may be given 
thus — 25/39- ^'^ extra column should be allowed for in 
Invoice Journal for the purpose of entering the total amount of 
invoices when it is desirable to post as atove. 

TRADE LEDGER. 

Messrs in Account with the Beehive 

Co-operative Society, Lim. 



Dv. 



Terras : 



Cr. 



Ref . to 
Vouch'r 



Discount 
Returns & 
Allowances 



£sd 



Total 



£sd 



Balance 



i s d 



Invoice 
No, 



i s d 



Total 



£ s d 



Balance 



£ s d 
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Advice of Goods and Empties Returned. — 

When empties are being returned to manufacturer, or in cases 
where it is necessary to return goods owing to being unfit for 
sale or not according to order, &c., the warehouse clerk takes 
note of same before allowing railway companj to take away the 
packages. He enters full particulars in Advice Book (or, as it 
is sometimes called, "Credit Note" Book), which is in 
triplicate. One sheet is retained at the warehouse, another sent 
to the consignee, and the third to the General Office. The 
invoice clerk at the latter place files the Credit Note until the 
Credit Note proper arrives from the manufacturer or merchant. 
The two are then compared, and, if found to agree, the mer- 
chant's Credit Note is ready to be posted to Dr. of Merchant's 
Account in Trade Ledger. A similar Journal to Invoice Journal 
may be kept for Credit Notes. 
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Stocktaking. — 

The manager or person' appoirted to take stock should 
■exercise great care in so doing. Should any stock be depre- 
ciated through being perishable (or, in some cases, through 
having gone out of fashion, as in drapery, millinery, &c.), a note 
should be made in the Remarks column to that effect, also 
giving the amount written off, if any. A specially ruled book 
might be used for departments not requiring two " Weights " 
columns. 

Stock Book.— 

Stock Books should be in duplicate, one of the leaves being 
perforated, to allow of a copy of the stocks being sent to the 
•office to be extended, and for the perusal of the auditor. If 
■special stocktakers are appointed to check the amounts and 
quantities with the manager, they should initial every page, and 
at the close certify that the stock has been taken in an accurate 
manner. Stock Books should in every case be machine paged. 

STOCK BOOK. 



Quarter ending. 



.Department. 



Description 



Quantity ^ height 



Selling 
Price Per 



Amount , Cost Amount 

i 

Price Per , 



£ s d 



£ s d 



■Stocktaker's Initials. 



Carried to Folio ^ 



5'^ 
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Examination Paper. — 

The following specimen Examination Paper was set by the 
Co-operative Union at one of their auditing examinations. It is 
reproduced here by permission of the Co-operative Union : — 

Compile a model Statement of Accounts from the following items, and also 
a Balance Sheet showing the Liabilities and Assets at the beginning of the 
period to which they refer — 



Members' Claims 

Goods Purchased 

Stock-in-Trade 

Bank Deposits 

Cash in hand . . 

Share Investments . . 

Loan Investments . . 

Cash paid for Fixtures 

Non-members' Divi- 
dend paid . . 

Depreciation of Fix- 
tures . . 

Rents Received 

Transfer from Share 
to Loan Investment 
Account 

Share Withdrawals . . 

Goods Sold 

Interest on Share In- 
vestments . . 

Interest on Loan In- 
vestments . . 

Accounts owing by 
Members 

Fixtures (nominal 
value) 

Trade Accounts over- 
paid . . 

Dividend Receivable 
on Society's Pur- 
chases 

Grant to Educational 
Fund 

Dividend and Interest 
transferred to Share 
Account 

Ihterest on Members' 
Claims for period . . 

Interest accrued on 
current Bank Ac- 
count 

Bank Commission . . 

Entrance Fees re- 
ceived (to Deprecia- 
tion of Fixtures) . . 

Fines deducted from 
Share Account (to 
Depreciation of Fix- 
tures) 

Cash received for 
Goods 

Rent paid in advance 

Provision for Bad 
Debts 

Cash paid for Ex- 
penses : — 
Wages, &c., and Fees 



15 



£ s 

1,922 5 

1,428 10 

1,645 14 

1,267 o 

6 

181 

276 

7 



8 16 
I 7 



7 
175 17 



3 
6 

6J 



1,613 7 o^ 

245 

2 I 4 

247 10 li 

250 II 9 

o 18 10 

7 16 3 

2 18 10 

119 o 3 

18 i8 i\ 



3 
15 



o 13 6 



o 12 ni 



,568 



I 10 
14 11 



35 o 



99 15 o 



Cash paid for Ex- 
penses (cont.) : — 

Rent, Rates, and 
Taxes 

Repairs 

Coals, Gas, and 
Water 

Printing, &c., and 
Stamps . . 

Horse Expenses 

Coal Weighing 

Deputations 

Law Costs . . 

Travelling . . 
Balance — Profit Dis 

posable 
Interest on Members 

Claims credited at 

end of previous 

period 
Educational Fund . . 
Cash in Bank. . 

for 



£ s d 



31 
4 



9 3 



7 5 II 



o 17 4 
191 14 4i 



18 o 
14 13 
5 3 



Accounts owing 
Expenses : — 
Wages and Fees . . 13 o 
Rent . . . . . . no 

Coal and Gas . . 30 

Co-operative Union 

Subscription .. 17 

Cash paid for Goods. . 1,329 7 

Share Contributions . . 11 17 

Trade Accounts owing 

by Society . . . . 170 2 

Plate Glass Insurance 
Fund 



6 

74 
6 

5i 



Expenses chargeable 

to period ; — 
Wages, &c.,and Fees 
Deputatidns 
Rents, Rates, and 

Taxes 
Repairs . . 
Coal, Gas, and 

Water 
Printing, &c., and 

Stamps . . 
Travelling . . 
Co-operative Union 

Subscription 
Horse Expenses . . 
Coal Weighing 
Law Costs . . 
Reserve Fund 
Bank Withdrawals . . 
Profit per Trade Ac- 
count 



6 10 o 



99 II 
o 5 



27 
4 



7 14 



4 II 
o 17 



227 
1,356 



3 

lo 
o 

94 
10 



180 13 4J 
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The following are the results of the foregoing examination 
paper : — 



Dr. 



CASH ACCOUNT. 



Cr. 



To Balance in hand. . 
Shop Sales 
Rents 

Entrance Fees . . 
Share Contributions 
Bank Withdrawals 



£ 


S 


d 


7 


ig 


■i 


1,568 


I 


10 


1 


7 








13 


6 


II 


17 


6 


1.356 


2 


10 


£2.946 


2 


I 


!i 



By Bank Deposits . . 

„ Fixtures 

„ Non-Members Dividend 

„ Share Withdrawals 

„ Sundry Expenses 

„ Goods 

„ Balance in hand.. 



£ s 

1,267 o 

7 I 

I II 

176 17 

157 8 

1.329 7 



6 15 I 



£2,946 2 I 



Dr. 



FIXTURES ACCOUNT. 



Cr. 



To Balance 

„ Amount expended this 
period 



£ s d 
253 12 9 



£260 14 3 



By Depreciation 
„ Entrance Fees 
„ Fines 



Balance ; — 
Present Nominal Value 



£ s d 

8 16 oi 
o 13 6 
o 12 ilj 



250 II g 



£260 14 3 



Dr. 



SHARE INVESTMENTS ACCOUNT. 



Cr. 



To Balance 

„ Interest 

„ Dividend on Purchases . 


■ £ s d 

178 10 4 

245 

7 16 3 


By Transfer to Loan 
„ Balance 


s£ s d 

700 

181 11 




jTiSS II 


£188 11 Q 









Dr. 



LOAN INVESTMENTS ACCOUNT. 



Cr. 



To Bdlance . . 
4, Interest 
„ Transfer from Share 



£ s d 

267 I II 
214 
700 

£^7^ 3 3 



By Balance 



£ s d 
276 3 3 



£276 3 3 
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Cr. 



To Accounts owing last 
period 



£ 


S 


d 


202 


4 


II 


1,613 


7 


oj 


£1,815 


II 


11) 


,| 



By Cash Account . . 
„ Accounts owing this 
period 



1,568 I 10 

247 10 ijs 



£1,815 " "4 



Dr. 



PURCHASES ACCOUNT. 



Cr. 



To Cash Account 
„ Accounts owing at end 
of period 



£ s 

1.329 7 


d 
7i 


170 2 


54 


£1,499 " 


I 




. 



By Accounts owing last 

period 

„ Accounts Overpaid , . 

„ Net Purchases . . 



£ s d' 

70 o 4 
o 18 10 



£1,499 10 I 



Dr. 



MEMBERS' SHARE ACCOUNT. 



Cr. 



To Share Wit^idrawals 
„ Fines 



Balance : — Present claim 



£ 


s 


d 


176 


17 


9 





12 


Hi 


1,922 


5 


II 


£2,099 


16 


7i 









By Balance last period . . 
„ Dividend and Interest 

transferred . . 
„ Share Contributions . . 



£ s d 
1,968 18 loi 



ir 17 5 



1^2,099 16 7i 



Dr. 



BANK ACCOUNT. 



Cr. 



To Balance last period 
„ Deposits . . 
„ Interest . . 



£ s d 

95 17 7 

1,267 o 5 

030 



:fi,363 



By Withdrawals 
„ Commission 



Balance 





£ 


s 


d 


I 


,^5t 


2 


lO 




I 


15 







5 


3 


2 


^I 


,363 


I 






Dr, 



CO-OPERATIVE SOCIETIES* ACCOUNTS. 
TRADE ACCOUNT. 



55 



Cr. 



To Stocks on hand last 

period 

» Purchases 
„ Expenses 

„ Balance — being profit. . 



£ 

1,474 


s 

4 


d 

3 


1,428 
183 


10 
9 


II 
8 


180 


13 


4J 


£3,266 18 


2i 


1 



By Sales 

„ Dividend on purchases 



Stocks on hand. 



£ s d 
1,613 7 oj 
7 16 3 



1,645 M II 



£3,266 18 2j 



Dr. BAD DEBTS AND INSURANCE FUNDS ACCOUNTS. Cr 



To Balance this period : — 
Bad Debts 
Insurance 


£ s d 

35 
6 ip 


By Balances last period : — 
Bad Debts . . 
Insurance 


£ s d 
35 

6 10 




£■41 10 


£41 10 









Dr. 



EDUCATIONAL FUND ACCOUNT. 



Cr. 



To Balance at end of period 



£ s d 

14 13 84 



£14 13 



By Balance last period . . 
„ Grant 



£ s d 
II 14 10^ 
2 18 10 



£14 13 



Dr. 



RESERVE FUND. 



Cr. 



To Balance at end of period 


£ s d 

227 9 gl 


By Balance last period . . 


£ s d 

227 9 94 




£227 9 94 


£227 9 9* 









It will be noted that, owing to exigencies of space, the 
accounts for Bad Debts and Insurance Funds have been treated 
together. For the same reason, the Expenses Accounts are 
shown in tabulated form, instead of passing them through 
individual Impersonal Ledger Accounts. 
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PART II, 

ACCOUNTS OF I^RODUCTIVE CO-OPERATIVE 
SOCIETIES. 



CHAPTER I. 
SHARES, &c. 



Generally speaking, a Co-operative Productive Society 
springs from the combined efforts of a few working men, just 
in the same way as does a Distributive Society, the only 
difference being that the Productive Society's founders are 
usually men who are interested in, and probably are engaged 
in, the business for the carrying on of which the Society is or 
was formed. 

Possibly a manufacturer in a large way of business has in his 
employ a number of men who are dissatisfied with the treatment . 
they obtain from their employer in regard to hours, wages, and" 
general conditions under which they work. They put their 
heads together with a view to improving these circumstances, 
and, finding that their employer remains obdurate, or cannot 
afford to grant the amelioration they require, they resolve to 
form a Combination, or Productive Society. Of course, this 
requires capital, and therefore, after subscribing among them- 
selves as much as they can possibly get together, they may find 
that they are still short of the necessary amount. An appeal to 
the various Distributive Societies follows, and, providing the 
founders of the Productive Society can show a good case, the 
appeal is not made in vain. 
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Shares and Loans. — 

The shares of a Productive Society are, nearly without excep- 
tion, transferable only. Therefore the treatment of the Share 
Account will differ from that of the Distributive Society, 
inasmuch as there will be no share withdrawals. Under the 
Act no person or Society may be interested in the Share 
Account of a Society (productive or distributive) over and above 
the sum of ;£2oo. This does not debar the Society from 
receiving, or individuals or Societies from holding, loans above 
this amount, and therefore it is possible (and in many cases 
acted upon) that the dividend and interest accruing to any indi- 
vidual or Society, being shareholders, may be transferred to 
Loan Account. 

It is assumed that the application for membership may be 
similar to that of Distributive Societies, with the necessary 
amendment in regard to the value and number of the shares to 
be taken up {vide page 2). And therefore the next point to be 
considered is the Share Ledger. 

THE A. Z. CO-OPERATIVE PRODUCTIVE SOCIETY, LIMITED. 
SHARE LEDGER. 1. 



Name.. . 
Address . 



Allotted Shares. 



Date 


^ Progressive 

Nos. of 
J Shares 




Ref. 


Contributions on 
Allotment and 
subsequently 


te.s 
11 
^1 


13 

a 

IS 




It 

2 = 

H5. 


Hi 












£ s d 


£ s d 


I s d 


£ s d 


£ s d 


£ s d 


£ s d 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 6l 

From the above headings it will be seen that the total 
Contributions, 
Incoming Transfers, 

Dividend and Interest, 
less 

Fines, 

Outgoing Transfers, 

Dividend and Interest Withdrawn 

leaves the net Share Claim at a given date. 

XoTE. — The column for Fines is used in cases where the 
rules of the Society provide for same in cases, say, where a 
shareholder omits to make purchases for or during a given- 
period. 



SUMMARY OF SHARE CLAIMS AND DIVIDEND 
AND INTEREST. 

To arrive at the total liability of the Society on Shares 
Account, also to register the purchases of each shareholder (as 
in the case of Distributive Societies, page ii, ante), it is neces- 
sary to keep a Summary of Shares, Interest, and Purchases, &c., 
as below :■ — 



62 



CO-OPERATIVE SOCIETIES ACCOUNTS. 



SHARES, &c., SUMMARY. 








.■2 

*c 

a 

u 


Shares 
Transferred 


1) 


(2 


£ s d 
Interest 

at 
% 


Dividend at 
in the £ 


Dividend 
and Interest 


c 


No. 


.5 

c 


ac 

c 

a 

3 



S 
n 

•s 

l-c 

a 

Oh 









I 

2 

3 

5 
6 

I 
9 

10 

II 

12 

13 

i^i 
i6 
17 
18 
19 
20 


^Sd 


£sd 


£sd 


£ sd 


£sd 


£ sd 


£s d 


£ 


£sd 


;fsd 


£sd 


£sd 


Total 












' 









The particulars for entering up Summary are obtained from 
Share Ledger, after same ~has been entered up for quarter. 
(The balance brought forward is obtained from Summary for 
last period, and the Purchases from Trade Ledger.) If neces- 
sary, a column could be inserted in Summary for Dividend and 
Interest Withdrawn, thus obviating the necessity for showing 
withdrawals in Share Ledger. 

Loans Account. — 

.For Loan Ledger, Pass Book, Bond, &c., the reader is 
referred to Distributive Societies' Accounts, Part I, pages 19 
to 25 a/lie. 



Note. — It may here be stated en passant that the subsidiary 
books, including Cash (General and Petty), Payments Journal, 
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Share Contribution, Register of Members, &c. &c., may be used 
for this class of accounts, just in the same way as recommended 
in Part I for Distributive Societies. 



THE A.Z. CO-OPERATIVE PRODUCTIVE SOCIETY, LIMITED. 
REGISTER OF SHARES TRANSFERRED, 



No. 


Share 

Ledger 

Folio 


Date 


Transfers 


No. 


Share 
Ledger 
Foho 


Date 


Transfers 


I 






' 






12 


1 






1 


2 














13 


1 








3 














14 










♦ 














15 








, 


5 














16 










6 














17 










7 












18 










8 












19 










9 












20 










1 


10 












2[ 










i 


11 










22 








t 



Note. — Shares are of a fixed amount or value (usually ^i). 
Transfers of undivided shares only should be made. 

Pass Books. — 

Share and Loan Pass Books are given in Part I. These may 
be slightly altered where necessary, on account of transferable 
shares as against withdrawable shares. 



CHAPTER II. 



MANUFACTURING DEPARTMENT. 



In contradistinction to a Distributive Society, which simply 
receives goods and passes them on to the consumer as received 
(excepting in smaller portions), a Productive Society receives 
goods, and expends a certain amount of labour thereon, trans- 
forming the raw goods or material into the finished article, 
before passing them into the hands of the distributor. 

Therefore, whilst most of the subsidiary books of the Pro- 
ductive Society will be similar to those of the Distributive 
Society, yet here is an element to be provided for which does 
not occur in the latter. The element is Labour (productive). 
And labour in this respect adds necessarily to the cost of goods 
to the Distributive Society, whilst adding to the value of 
goods to the Productive concern. 

Proceeding to the registering of the amount of labour 
expended upon the raw material, it is desirable to point out 
that different productions require different grades, processes, 
and regulations of labour, and therefore it would be beyond the 
scope of the present work to attempt to give forms, &c., which 
would be universally applicable. Therefore it is proposed to 
deal with the matter in such, a manner as to allow of elabora- 
tion and elucidation to suit the requirements which might be 
found necessary. 
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Name 


Occupation 


M. 
Hrs. 


T. 
Hrs. 


W. 
Hrs. 


Th. 
Hrs. 


F. 
Hrs. 


S. 
Hrs. 


Total 
Hrs. 


Rate 


Total 
Wages 




Totals 


















i. sd 





























SUMMARY 


OF WAGES (P 


roductive). 




Date 


Department or 

Material 
worked upon 


No. I 


No. 2 


No. 3 


No. 4 


Foreman 


Total 






£ s d 


£ s d 


£ s d 


£ s d 


£ s d 


£ s d 




















1 









Nos, I, 2, 3, and 4 columns refer to the different trades 
employed upon the particular raw material to transpose it into 
the finished article. 
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Cost of Production. — 

In arriving at the cost of production, in addition to taking 
into account the above productive wages, the management 
expenses — such as Clerical Staff Salaries, Buyers' and Travel- 
lers' Salaries and Expenses, Maintenance of Machinery, Plant, 
Tools, &c., Depreciation of Land and Buildings, &c. &c. — are 
taken into account. A fixed amount per £^ of production (or per 
cent.) is usually arrived at beforehand to include all these 
charges. If carriage is paid on goods delivered to consumer, 
this will also be included in cost of production. 



GOODS RECEIVED AND FORWARDED. 

These are entered as received or forwarded by the warehouse 
or factory depot clerk. 

A form of Goods Received Book is given in Part I, page 46, 
ante. This may be amended to suit the necessary requirements. 

Invoices. — 

The Invoice clerk will copy the particulars (in duplicate, 
preferably) of goods sent on to customers from the Goods 
Despatched Book, or from abstracts made therefrom, and will 
forward same by post to customer. It is customary in many 
cases to enclose slip or flimsy with consignment also. 

The duplicate of invoice, or total amount thereof, is passed 
on to the Ledger clerk to be posted to debit of customer's 
account in Sold Ledger. 

Bought and Sold Ledgers. — 

A description of Trade Ledger is found in Part I (page 48, 
ante). This may, with but slight alterations, be used for both 
Bought and Sold Ledgers. 
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Credits and Returns. — 

These are usually printed in red ink to distinguish from 
invoices. Upon receipt of goods returned, or empties, the 
warehouse notifies the otifice, which deals with the matter by 
forwarding Credit Note to customer and posting amount of 
credit to credit of account in Sold Ledger. 

Examination Paper. — 

As in the case of Part I of this work, it is thought that an 
Examination Paper will be found of interest, especially if same 
is carefully worked out. 

(By Permission of the Co-operative tiNiON, Lim.) 

(8) The following is a diary of the transactions of a small Productive 
Society for three months, being evidence deduced from the receipts, 
invoices, and papers in the Society's possession. Open, enter up, and 
close the books necessary to keep the Accounts in a complete and satis- 
factory manner ; and compile therefrom a correct Statement of Accounts 
for the Quarter ending 31st December 1899. 



Oct. I — Received from the following persons Cash on Account 
of Shares ; — 
James Wagstaff . 
Thos. Ormerod . 
Philip Jackson 
Caleb Wright 
William Booth 
Geo. Redfern 
John Jones 
,, I — Paid into Bank 
,, I — Bought from Joseph Brown- 
Business 
Fixtures 
I — Bought for Cash — Books and Sb 
4 — Bought from the C.W.S. — Fixtures 
5 — Paid to Joseph Brown — Cheque on Account 
5 — Bank Cheque Book — Charged Bank Account 
8 — Sold to Bolton Society— Goods . . 
12 — Bought from Alf. Earnshaw— Goods 



Stock, Leather Bag 



ationery 



100 
100 
100 
100 
100 
100 
200 
750 

573 

150 

7 

50 

100 

2 

57 

39 



F 2 
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Oct. 13 — Received Cheque from Bolton Society 
Discount allowed 
,, 16 — Received Account for Rent — Six months, from 

October ist, due in advance . . 
,, 16 — Sold to Pendleton Society — Goods 
,, 22 — Paid to Alf. Earnshaw — Cheque, . 

Discount allowed 
,, 22 — Sold to Gray's Society — Goods . . 
u 23 — Received from Pendleton Society — Cheque. 

Discount allowed 
,, 24 — Received from Gray's Society — Cheque 

Discount allowed 
,, 26 — Bought from Wilfred Brierley — Goods 
,, 28 — Paid Wilfred Brierley — Cheque .. 

Discount allowed 
, , 28 — Paid Cheque for Rent — Dodson & Fogg 
,, 28 — Paid Lancashire Insurance Company — Cheque for 

Insurance, yearly premium, from November ist 
,, 29 — Received Demand Note for Rates and Taxes — Leed: 

Corporation 
,, 31 — Paid Cash for Travelling Expenses 
,, 31 — Paid Wages to Employees in Cash 
,, 31 — Paid in Cash for Stamps and Incidentals . . 
,, 31 — Received Invoice for month's Carriage — L. and Y 

Railway Co. 
,, 31 — Paid Joseph Brown — Cheque on Account ., 
,, 31 — Paid Cheque to C.W.S. on Account of Fixtures 
Nov. 8— Sold to Bolton Society— ,, 

,, 8 — Bought of Alf. Earnshaw — ,, 
,, 8 — Paid Leeds Corporation — Cheque for Rates and 

Taxes . . 
,, 9 — Sold to Pendleton Society — Goods 
,, 10 — Paid L. and Y. Railway Co. — Cash in Payment of 

Carriage 
,, 12 — Received from Pendleton Society — Chepue 

Discount allowed 
„ 12 — Sold to Brogden Society — Goods 
,, 20 — Bought of Wilfred Brierley — Goods 
,, 20 — Received from Bolton Society — Cheque 
Discount allowed 



£ 


s 


d 


54 








3 








30 








65 








37 








2 








48 








62 








3 








46 


■0 





2 
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74 









30 



600 



400 
23 o o 



13 o 
65 o 
13 o 



§4 



4 
42 
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Nov. 26 — Paid Joseph Brown — Cheque on Account . . 
, , 28 — Paid Wilfred Brierley — Cheque . . 
Discount allowed. . 

,, 30 — Received Invoice for Carriage for month — L. and Y 
Railway Co. 

, , 30 — Sold to Grays Society — Goods . . 

, , 30 — Withdrawn from Bank 

,, 30 — Paid Wages in Cash .. 

,, 30 — Paid in Cash — Expenses for Travelling 

,, 30 — Cash Paid for Stamps and Incidentals 

, , 30 — Received from Brogden Society — On Account — Cash . 

t)ec. I — Invested in the C.W.S. — (Paid by Cheque) . . 
,, 4 — Received from Grays Society — Cheque 
Discount 

,, 9 — Bought of Alf. Earnshaw — Good 
,, 10 — Sold to Bolton Society — Goods . . 
, , 15 — Sold to Pendleton Society — Goods 
,, 16 — Bought of Wilfred Brierley — Goods 
,, 22 — Received from Brogden Society — (Being First and Final 
Dividend of los. in the £) — Cash 

,, 23 — Received Invoice for Repairs — Hobson & Co. 
, , 23 — Sold to Grays Society — Goods 
,, 24 — Received from Grays Society — Cheque 
Discount allowed. . 

,, 27 — Received from Pendleton Society — Cheque. . 
„ 28 — Goods returned to Wilfred Brierley 
,, 28 — Paid in Cash, November, Carriage — L. and Y. Railway 
Co. 

,, 30— Goods returned to Pendleton Society 
,, 31 — Received Invoice from L. and Y. Railway Co. for 
December — Carriage 

,, 31 — Sold for Cash — Goods 

,, 31 — Bank Interest credited to Bank Account 

,, 31 — Bank Commission charged to Bank Account 

,, 31 — Wages for month — Paid in Cash . . 

,, 31 — Cash Paid for Incidentals, &c. .. 

,, 31 — Travelling Expenses — Paid in Cash 

,, 31 — Donation to War Fund — Paid in Cash 



£ 

200 

47 



7 





27 





40 





26 





3 





3 





22 





45 





26 





I 





78 





86 





97 





38 





10 





3 






50 o o 
10 o o 

700 
50 o o 

200 

20 O O 
900 
300 

30 o o 
400 
700 
500 



7C CO-OPERATIVE SOCIETIES' ACCOUNTS. 

In making up the Accounts, you discover in your investigations that £5 is 
still owing for Wages, and £4 for Travelling ; also, £2 is overpaid for Rates 
and Taxes, and there is in hand a stock of Stamps, including the Cheque 
Book, amounting to £3. The Stock-in-Trade on the 31st December amounts 

to ;^620. 

Interest on Investment to end of period is estimated at ;^i, while no pro- 
vision is made for Discounts on Accounts Owing either to or by the Society, 

Depreciation on Fixtures must be taken at the rate of 20 per cent, per 
annum ; Share Interest at 5 per cent, per annum. 

Note. — Cheques received are assumed to be paid into Bank at once and 
need not pass through Cash Account. 

The foregoing Examination Paper, if worked out correctly, 
will give the followins: result : — 
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PART I 1 I 

THE AUDIT. 



CHAPTER I. 
GENERAL CONSIDERATIONS. 



The Act of 1893 provides that a Society sliall employ 
a ■■ Public Auditor," or at least izvo other persons, to audit its 
accounts, which must be done at least once per year. 

Qualified Men as Auditors. — 

Societies are gradually awakening to the fact that audits con- 
ducted by qualified men (who make the subject of accountancy 
and auditing their speciality) are more desirable from every 
point of view than the work done by lay auditors. The work 
is bound to be more thorough; the Society's position is greatly 
improved in the commercial world ; and merchants develop 
greater confidence, and, consequently, in their desire to trade 
with sound concerns, they will offer much better terms. 

The audits of Co-operative Societies do not call for any 
special treatment, generally speaking. As a rule, up to the 
time of engaging a professional man, the accounts have been 
kept in a slipshod manner, and require a certain amount of 
skill and forethought to put into shape. Once established on a 
businesslike and scientific footing all is plain sailing, pro- 
viding, of course, that the secretary is a secretary, and not a 
makeshift. 
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Quotation. — 

Mr. L. R. Dicksee, F.C.A., in his valuable work on 
" Auditing " (p. 183), says, in connection with the audit of the 
accounts of Co-operative Societies : — " .... the audit of 
" Co-operative Accounts — to be effective — must be detailed, and 
" should be continuous. It may be added that — at all events, so 
" far as the smaller Societies are concerned — the small number 
' ' of employees militates against an effective system of internal 
" check, which, combined with the small salaries usually paid, 
" makes it important to take every precaution against fraud." 

It is proposed at this juncture to give a specimen Balance 
Sheet, and afterwards to take each account separately, and com- 
ment thereon as to the special points to be considered. Various 
forms are in vogue, but the following will be found to give all the 
necessary particulars, and will be easily understood by anyone 
who will give the matter a little thought. 

Most professional auditors prefer to draw up the Balance 
Sheet themselves, or their clerks may do so under the chief's 
supervision. This obtains in many cases owing to the secretary 
(i) not having the necessary time, {2) or ability, (3) or being 
merely minute secretary, the office staff usually being engaged 
upon the increased work consequent upon stocktaking, &c. 

Note. — ^For the purpose of writing up the subjoined Annual 
Return to Registrar, the following Balance Sheet has been taken 
as an Annual Balance Sheet : — 
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Register Xo. 
County 

Form A.R. 12. (Official Copy.) 



INDUSTRIAL AND PROVIDENT SOCIETIES ACT, 18 
(56 & 57 Vict., c. 39.) 



Annual Return Prescribed by the Chief Registrar for Societies 
Carrying on Industries and Trades under the above Act. 

Year Ending 31st December 1913- 

This Return is to be sent to the Registrar on or before the 
31st of March 1914. 

A copy of the Auditors' Report, if any, is also to be sent. 



Name of Society, Beehive Co-oper.\tive Society, Limited. 

Industries carried on by Society (Productive), Baking. 

Trades carried on by Society (Distributive), Grocery, Drapery, Boot, 

Butchering, Coal. 
Date of Establishment, April 21st 1870. 
When first Registered, June 27th 1870. 

Name and Address \ 

of every Officer in H. Campbell, Cashier ... ... ;^5oo 

receipt or charge I W. Travers, Secretary £^S° 

of money, and ( A. Smith, General Manager ... £2^0 

amount of Security — — 
given by each ...^ 

Number of Members at the beginning of the year 5,047 

Number of Members admitted during the. year 251 

Together 5,298 

Number of Members whose membership has ceased during 
the year igo 

Number of Members at the end of the year 5,108 

Do the Rules of the Society allow of Credit being given? If so, 
state the number of the Rule. 

Does the Society give credit ? No. If so, to what limit ? 
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The Audit for the year has been conducted by Mr. \Vm. Maxwell, 
Public Auditor lor by , who was appointed 

Auditor by quarterly meeting of members under the authority of Rule 
Xo. 59.] 

Registered Office of Society (i) Cromford Street, in the County 
of Date 1913- 

(i) State full postal address. 



Particulars of Productive Operations carried on by the Society 
during the year. 

Value of Productions for the year {Cost Price) ... ;^853 13 7^ 

Average Number of Workmen employed 4 

Amount of Wages paid (exclusive of Bonus) ... ... ;^iio o o 

Bonus to Labour ... ... ... ... ... £;^ o o 



Details of the above ■particulars in res-pect of the various Departments 
of the Society. 



Depart- 
ment 



Value of 
Productions 



Average 
Number of 
Workmen 
Employed 



Amount of 
Wages Paid 



Bonus to 
Labour 



Observa- 
tions 



Bakery 



853 13 l\ 



no u 



£ s d 
300 



Total asl- 



above.. 1^853 13 yj 



£^10 o o 



/3 o o 



The Address to which Rules, Returns, and other Documents should 
be sent is as follows : — 

Englanu and Wales : Registry cf Friendly Societies, Central 
Office, 28 Abingdon Street, Westminster, London, S.W. 

Scotland : Registry of Friendly Societies, 3A Howe Street, 
Edinburgh. 

Ireland : Registry of Friendly Societies, 16 Oame Street, Dublin. 
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The undersigned, having had access to all the Books and Accounts of 
the Societ)', and having examined the foregoing General Statement, 
and verified the same with the Accounts and Vouchers relating thereto, 
now sign the same as found to be correct, duly vouched, and in 
accordance with law. 

Signature of ist Auditor, William Maxwell, 

[or of Public Auditor] Public Auditor, 

Address, 59 Green Street. 

Calling or Profession — 

Signature of 2nd Auditor — 

Address — 

Calling or Profession — 

Date, December 31st 1913. 



If the Accounts are not audited by a Public Auditor, a-pfointed 
under the Industrial and Provident Societies Act, two persons, at 
least, must be appointed as Auditors. 

If in any respect these Accounts are incorrect, unvouched, or not 
in accordance with law, the Auditors are not to sign as above, but are 
to make a Special Report to the Society, of which a copy is to be sent 
to the Registrar with this Statement. 



EXPLANATORY NOTES ON GENERAL STATEMENT 
OF ACCOUNTS. 

Cash Account. — 

This is an exact reproduction of tiie Casli Book Summary. 
The sources of all receipts should be carefully gone into, and 
vouchers or other proof demanded for payments made. The 
cash in hand should be counted by the auditor or his clerk. 
If inconvenient on quarter-day, it should be done as early as 
possible afterwards. 

Note. — The Dr. side of Cash Account is usually attended to 
first, leaving the Cr. side until afterwards, as in some cases 
the vouchers are not to hand, &lc. {i.e., the payment of accounts 
by cheque). 
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Land and Buildings, Fixed and Rolling Stock, and Investments 
Accounts. — 

The particulars are obtained from the Impersonal Ledger. 
The auditor should examine all deeds, securities, &c. Due 
depreciation should be allowed. 

Banking .Accounts. — 

Reconciliation to be made, comparing Bank Pass Book with 
Bank Account Book or Impersonal Ledger. Bankers should 
certify as to Balance at date of closing the accounts (under 
private cover). 

Expenses Account. — 

The net amounts are arrived at after taking into account the 
balances to commence (or accounts owing and charged forward 
last period), the amounts paid per Cash Account, and amounts 
owing and paid in advance this period. 

Estimated Expenses on Commission Sales are made in cases 
where Societies allow tradesmen to supply their members 
with goods. This expense is charged direct to Profit and Loss 
Account. 

The auditor should keep a watchful eye on the depreciation 
of Fixtures. Land, Buildings, &c., and when these items are 
heavv he should .suggest special depreciation from time to time. 

Tabulated Departmental Account. — 

This presents no particular difficulty. The transfers will be 
obtained from the Warehouse Transfer Ledger, or Leakage 
Ledger. The expenses should be charged to Branches indi- 
vidually, the general expenses being allocated according to the 
sales. Trade dividend is also calculated on sales. The losses 
are deducted from the total profit before filling in the totals. 
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Profit and Loss Account. — 

This is a handy form of Profit and Loss Account, It will be 
noticed that it is in two sections — the first gives the previous 
quarter's profit available, and its disposal, thus showing how 
the balance (if any) brought forward is arrived at. Special 
items — such as Subscriptions, &c. — not being strictly charges on 
Trade, and not being regular charges, are dealt with here in 
lieu of passing them through Expenses Account. 

General Statement. — 

This is a replica of the ordinary General Statement or Balance 
Sheet of a firm or company. Perhaps the only item which 
requires special explanation is " Dividend on purchases carried 
forward." This arises from the fact that the firm which pays 
the dividend declares its profits half-yearly, and consequently it 
would not be correct to credit Trade Account with the whole 
of the dividend in the quarter in which it is actuallv received. 
Hence, half the amount available is taken into account 
(wherever the receiving Society balances its books quarterly), 
and the remainder carried forward to the following quarter. 



ANNUAL RETURN TO REGISTRAR. 

This is self-explanatory. It is really a rcsumi of the transac- 
tions, positi(jii., &c., of the Society for one year. It is usually 
the lot of the auditor to fill up the form. Nevertheless, the 
Secretary should keep an eye on the matter, as there is a 
penalty under the Act for non-compliance with the Registrar's 
requirements. 



CHAPTER II. 



AUDITING. 



It is not intended here to go deeply into the duties of an 
auditor. Indeed, space would not permit, and therefore the 
reader desirous of further enlightenment in this respect is 
referred to the volumes which profess to deal exclusively with 
auditing. 

Land, Buildings, Fixtures, Repair:;, and Trade and Bank 
Balances. — 

Amoiig other important duties, the auditor should carefully 
note that Lands, Buildings, and Fixtures are taken at a 
reasonable valuation ; that due depreciation is allowed ; that 
Repairs are charged to Revenue, and not to Capital ; and also 
that Trade and Bank Balances are certified by the bankers and 
trade creditors. 

Cash in Hand. — 

The cash in hands of cashier should occasionally be checked. 
All advances in wages should be verified in the Committee's 
^Jinute Book. 

Members' Share Account. — 

The Members' Share Account requires considerable watch- 
ing. At least once per year the Member's Pass Book should be 
compared with Share Ledger, and a distinctive mark (or a 
special stamp with the auditor's initials) placed opposite the 
amount in Pass Book. As an additional safeguard a printed 
list is published, giving Share Numbers and Amount of Capital, 
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to enable every member to check his or her own account. This 
list may be published once per annum along with the quarterly 
Balance Sheet. A footnote should be given on the Share List, 
asking members, in case of discrepancy, to at once communicate 
with the secretary or auditor. 

Auditor's Certificate. — 

The question of the wording of the auditor's certificate some- 
times gives occasion for considerable thought. A few actual 
certificates given by Chartered Accountants, Incorporated 
Accountants, Public Auditors, and lay auditors are subjoined, 
and may prove interesting. 

No. ] : — 

After a careful audit of the books and accounts for the past 
quarter, we have pleasure in stating that we found them correct, 
and that they continue to be kept in a satisfactory manner. 

[ Auditors. 

No. 2 :— 

Examined and compared with the books of the Society, and 
found correct. 



Chartered Accountants. 
No. 3 :— 
To the Members, — 

We have examined the books and accounts of the Society for 

the quarter ended , and hereby certify that the above is 

a correct statement of the same. As regards the value of the 
Stocks, save and except the Drapery, we have relied on the figures 
appearing in the books, which have been certified by the stock- 
takers. In the Drapery Department the stocks have been 
estimated this quarter. 



Chartered Accountants, 

And Pubhc Auditors under the Industrial and Provident 

Societies Act, 1893. 
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No. 4 : — 

We have examined the foregoing accounts and hereby certify 
that they are correct, and show the true financial condition of the 
Society. We have also seen the Deeds and other Securities. 

!• Auditors. 

I 

No. 5 :- 

I have carefully audited the books, accounts, and vouchers of 

your Society, for the half-year ending , and verified Cash 

and Bank Balances to that date. I have pleasure in certifying the 
accompanying Balance Sheet as correct, and representing the true 
position of affairs as shovirn by the Society's books. Members' 
Pass Books have been compared with the Share Ledger, and found 
to agree. The Stocks are taken as valued by your Committee. 
Yoar officials have willingly rendered me all needful information. 

, F.S.A.A., Public Auditor. 

Auditors atteud Shareholders' Meeting.— 

In addition to giving certificates for publication on tlie 
Balance Sheet, it is the custom of many auditors to attend per- 
sonally the shareholders' meeting, and (providing the state of 
the Society's affairs does not warrant a special report or 
criticism) he will usually content himself with presenting a 
comparative statement of the Society's progress, or answer any 
question on the accounts that he may be called upon to do by 
the chairman. " 
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LIST OF PREVIOUS ACTS RELATING TO 
INDUSTRIAL AND PROVIDENT SOCIETIES. 

The Industrial and Provident Societies Act, 1852 (15 & 16 Vict., c. 31). 

1854 (17 Vict., u. 25). 

1856 (19 & 20 Vict., u. 40). 

1862 (25 & 26 Vict., c. 87). 

1867 (30 & 31 Vict., c. 117). 

1871 (34 & 35 Vict., c. 80). 

1876 (39 & 40 Vict., c. 45). 
and finally ,, ,, ,, ,, 1893 (56 & 57 Vict., c. 39). 



The Friendly Societies Acts of 1834, 1846, and 1850 allowed 
for the formation of Societies for any " purpose which is not 
illegal." Also for " the frugal investments of the savings of the 
" members for better enabling them to purchase food, firing, 
".'clothes, or other necessaries, or the tools or implements of 
" their trade or calling, or to provide for the education of their 
" children or kindred." 



PART IV. 



SYSTEMS OF CHECK. 



A WORK of this kind would be incomplete without some 
reference to the various check systems in vogue throughout the 
co-operative movement. Whilst this subject forms no essential 
part of bookkeeping and accounts, yet it is an important factor 
in the working of Co-operative (and, indeed, other) concerns. 

As may be supposed, the systems of check are many and 
various. It is not, however, the author's intention to dwell on 
old and obsolete systems, but to content himself with describing 
three systems which seem to be the most popular. 

The best check system will provide for — 

ist. An effectual check upon the amount of money taken 
over the counter. 

2nd. The registering of the individual member's purchases, 
which rank for dividend. 

Shop Book System. — 

Commencing with the " Shop Book system" (.which, by the 
way, is the oldest), the leading feature in favour of this system 
is the fact that each member's dividend is calculated from the 
Society's Ledger, and not from data in the hands of the 
member, as in the case of the " Eccles" system, described later. 

The member is supplied with a small book, interleaved with 
blotting paper, ruled as follows : — 
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MEMBER'S SHOP BOOK. 



Shopman's 
No. & Initials 


Date 




Amount 








£ s d 



The member, each time a purchase is made, produces the 
foregoing book, and the shopman enters the amount spent in the 
book, with his number or initials. 

He is supplied with a Shopman's Day Book, as follows : — 
SHOPMAN'S DAY BOOK. 



Date 



Member's 

No. 



Member's 
Initials 



Amount 

Pur- 
chased 



£ s d 



NOH' 

m'mb'rs 
P'chas's 



i s d 



Sacks I 
Sun- 
dries 



£ s d 
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The member's number, initials, the amount of purchase, &c., 
are entered at the time of receiving the cash. It should be 
noted that non-members' dividend, under this system, is allowed 
at the time of purchase, and the net amount received entered 
in the column provided. 

Each shopman has two of the above books issued to him, 
one to be used while the other is in the check office being 
posted up to the ISlembers' Purchases Account. 

The total of the entries in the Day Book in all columns 
should agree with the cash handed to cashier. 

The Members' Purchase Ledger will contain accounts for 
about 500 members, this number being enough for one clerk to 
attend to. It may be a fairly large book, and should be very 
stoutly bound, as otherwise the constant wear and tear required 
by the numerous postings soon causes the book to fall to pieces. 

It is ruled thus : — - 



MEMBER'S PURCHASES LEDGER. 



Name. . 



501. 



Date 



Shopman's 
No. 



£ sd 



Shopman's 
No. 



£ sd 



Date 



Shopman's 

No. 



I s d 



H 2 
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Items are posted from Shopman's Book by the check clerk. 
As there are such a great number of postings, it is a good plan 
to make the entries in copying-ink pencil, saving the time that 
would otherwise be wasted in entries in ink, thus dispensing 
with the use of blotting-paper. 

At the end of the quarter the amounts are added up, and the 
number of even pounds carried to members' credit in Shares . 
Summary {vide pp. ii & 62, ante). The balance over is carried 
to credit of new quarter's account. 

The " Eceles " System.— 

The advantage claimed by this system lies in the fact that it 
is not so expensive as some of the other systems. 

A book of checks, perforated, numbered consecutively, and 
referenced, is issued to the shopman. It is in duplicate, and is 
ruled as follows : — 



CO-OPERATIVE SOCIETIES ACCOUNTS. 



ECCLES 

Beehive C. S., Lim. 
1 


CHECK BOOK (Shopman). 
» Twelve 


6i 


Beehive C. S., Lim. 
1 


2 






Beehive C. S., Lim. 
1 


3 






Beehive C. S., Lim. 

1 


4 






Beehive C. S., Lim. 
1 


5 






Bc-ehive C. S., Lim. 


6 






Beehive C. S., Lim. 

1 


7 






Beehive C. S., Lim. 

1 


8 






Beehive C. S., Lim. 

1 


9 






Beehive C. S., Lim. 
L 


10 






Beehive C. S., Lim. 

1 


11 






Beehive C. S., Lim. 


12 






Beehive C. S., Lim. 

1 


13 






Beehive C, S., Lim. 

1 


li 






Beehive C. S., Lim. 
1 


13 






Beehive C. S., Lim. 

1 


16 






Beehive C. S., Lim. 
1 


n 






Beehive C. S., Lim. 
1 


18 






Beehive C. S., Lim. 

1 


19 






Beehive C. S., Lim. 

1 


!0 
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When a member makes a purchase the shopman fills in the 
amount on one of the tickets or checks as given, writing the 
shillings in words and the pence in figures to prevent, as far as 
practicable, any possible falsification. 

Gummed Sheet. — 

The member takes the check home, and places it upon a 
gummed sheet supplied for the purpose. There is nothing of 
particular note in connection with the gummed sheet, excepting 
that a space should be left for the member's name and number. 

At the end of quarter the gummed sheet is taken to the office, 
together with Pass Book, and the clerk enters the amount of 
purchases per gummed sheet in space provided for same in 
Pass Book (page 7, ante), the amount of purchases for quarter 
finding its way to Shares Summary from Pass Book. 

It will thus be seen that each member practically posts his or 
her own account automatically by gumming the checks upon the 
.sheet. This saves a certain amount of clerical work. 

Non-members' dividend is not allowed at time of purchase, 
but check or checks must be pasted on a gummed sheet and 
duly presented at office for payment. 

The duplicates left in Shopman's Book are totalled, and 
■should agree with amount of cash handed in. 

When the gummed sheets are received at end of quarter, the 
■checks may be followed back to Shopman's Book duplicate to 
•complete the check. 

The " Climax " Check System.— 

This system is of more recent date than the previously- 
mentioned ones. It is in use at the present time in over 350 
Societies. 
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Leading Features. — 

Its leading features may be summarised as follows : — 

(i) A Society can prove quarterly whether or not the whole 
of the cash received from members by the store- ■ 
keepers has been accounted for by comparing the 
total cash receipts with the total of members' claims 
for dividend. 

(2) There is no unaccountable discrepancy between the 

cash receipts and members' claims for dividend, and 
no outstanding balance of checks at the quarter end. 

(3) It enables a Society to ascertain quarterly or half- 

yearly what purchases have been made by, and what 
dividend is due to, each member without the member s 
assistance. 

(4) The troublesome changing of checks during the 

quarter, and bringing of them in at the quarter end, 
are done away with. 

(5) Non-members cannot transfer their checks to members. 

(6) No books, gummed sheets, or metallic checks are 

required by the members. 

(7) Members losing their checks do not lose the dividend 

on them. 

(8) It is a superior check on non-members' trade. 

It is claimed that the system is almost infallible for the 
prevention or detection of fra;ud. 

A shopman receives, say, iis. from a member. He gives the 
member a check for that amount, but by the simple device of 
preventing the carbon paper from giving a copy he can make 
the duplicate check anything he pleases. But in the " Climax " 
system the member's dividend is paid from the duplicate, and 
not from the member's check. Therefore, if the storekeeper 
makes the duplicate check is. instead of iis., he may possibly 
escape detection until the quarter-end, but the member will then 
be los. deficient in his checks, and a comparison of them with 
the Ledger discovers the fraud. 

Subjoined is given a specimen page of Shopman's Counter 
Book, which is in triplicate : — 
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FORM OF "CLIMAX" CHECK. 



2 


Beehive 
No. 


C. S., 
1. 


Lim. 


1 


Beehive 
No. 


C. S., 
1. 


Lim. 


4 


Beehive 
No. 


C. s., 
1. 


Lim. 


3 


Beehive 
No. 


C. S., 
1. 


Lim. 


6 


Beehive 
No. 


C. s., 
1. 


Lim. 


5 
7 


Beehive 
No. 

Beehive 
No. 


c. s, 
1. 


Lim. 


8 


Beehive 
No. 


C. s., 
1. 


Lim. 


C. s., 
1. 


Lim. 


10 


Beehive 
No. 


c. s., 
1. 


Lim. 


9 


Beehive 

No. 


C. s., 
1. 


Lim. 


12 


Beehive 
No. 


c. s., 
1. 


Lim. 


11 


Beehive 
No. 


c. s., 
1. 


Lim. 


14 


Beehive 
No. 


c s., 
1. 


Lim. 


13 


Beehive 
No. 


C. s., 
1. 


Lim. 


16 


Beehive 
No. 


c. s., 
1. 


Lim. 


15 


Beehive 
No. 


c. s., 
1. 


Lim. 


18 


Beehive 
No. 


C. S., 

1. 


Lim. 


17 


Beehive 
No. 


C. S., 

1. 


Lim. 


20 


Beehive 
No. 


0. s., 
1. 


Lim. 


19 


Beehive 
No. 


c. s., 
1. 


Lim. 
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The following is the description of working given by the 
author of Ihe system : — 

" Each shopman's Counter Book (out of which members' checks 
are made) contains 150 leaves — 100 perforated and 50 plain. The 
first and second leaves are perforated, and the third is plain, 
this order being repeated throughout the book, which serves for 
1,000 transactions. Each check in the perforated sheets is first 
stamped with a " Climax " perpetual dater, bearing the date, 
shopman's number, and Society's initials. By placing a piece of 
carbonic paper under the top leaf and another under the second 
leaf, three copies are obtained, the writing being done with a 
common hard lead pencil. The checks from the first perforated 
leaf are given to the members, who take them home and file 
them, on a file provided, until quarter end, when the members 
total them and compare the total with the dividend warrants given 
at the office. If found correct the member destroys them (after 
drawing the dividend) : if incorrect, the checks are returned to 
the office for comparison with the Trade Ledger, when any error 
or fraudulent act can be detected. The checks' of the second leaf 
are left in the book until the week end, when all books are sent 
to the office and another set obtained for the following week. 
After adding the items on these perforated leaves and debiting 
the totals to each servant in a Balancing Book, the leaves are 
separated at the perforations into single checks and sorted by 
means of a "sorting case" (containing 100 spaces), according to 
the member's Pass Book or Ledger numbers written upon them. 

" In the first sorting, a handful of checks is taken promiscuously 
and sorted into hundreds — i — 99, 100 — 199, &c., until the checks 
are gone through. Then another sorting case is taken and the first 
lot 1 to 99 are sorted again, so that each member's tickets fall into 
their own space ; thus however many purchases a member makes 
during the week, they come together. The checks are then taken 
from these spaces and posted in the Trade Ledger, after which 
they are tied up and put away, or stocked in boxes or on spiked 
boards, and the next hundred proceeded with in like manner. 
There is no searching for Ledger folios as in the " book " system. 
No. I member's purchases for the week are posted first, then No. 
J., and so on to the, last or highest number. The saving of time 
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{not to miention the economy in Ledgers) is obvious ; thus, in a 
Society with i,ooo members whose members' purchases average 
iive per week the folios would require finding 5,000 times under 
the old system of posting, whereas with the "Climax" system 
each folio would require finding once only, the folios being taken 
in consecutive order, commencing at folio i. Where the weekly 
purchases average more than five the saving would be propor- 
tionately greater. 

"It is not uncommon to find cases in which more than 40 
purchases have been made by one member in a week. In such 
cases the economy in posting by the "Climax" method is very 
great. 

" The unperf orated or plain sheets, which are numbered con- 
secutively to prevent fraud by removing, are stamped only once at 
the top of each leaf, and are left in the cover for future reference, 
if required." 



THE LEAKAGE SYSTEM. 

The question of Leakage in the various processes of the dis- 
tribution of goods has been a source of trouble and annoyance 
to the managers of many Co-operative Societies, but with a 
knowledge of what may be called " local idiosyncracies " in 
methods of doing business, no difficulty should be found in 
arriving at the amount of excessive leakage ; and, by a little 
extension of the system, the amount of profit that should accrue 
from the business done can be plainly demonstrated. 

To work the system, all goods should be charged to the 
various .shops at both cost and selling prices. If supplied direct 
from merchants or manufacturers, they are charged direct ; if 
from the Society's warehouse, they should be invoiced from the 
warehouse, for which purpose the following form is given, and 
which should be made in duplicate, a copy being kept in the 
warehouse : — 



CO-OPERATIVE SOCIETIES' ACCOUNTS. 



107 



SUPPLY NOTE. 



Ledger 
References 


Dr. 


No. 20,000. 


Cr. 



Supplies from Warehouse. To Branch 

191.... 



Pack- Quan'y 
ages 1 



Desciiption 



a 



£ sd 



\£ s d 



Carter. 



Total Value Packages 
Received by 



N.B. — It is essential that all goods charged hereon be checked immediately upon 
receipt, and any differences notified immediately. 



Empties and goods returned to merchants and warehouse 
from Branches are entered on a duplicated form, one copy 
being forwarded to warehouse, and the other retained by 
Branch manager 

If empties are forwarded to merchants direct, the Branch 
manager should obtain railway official's signature. The 
General Office must, of course, be advised of any direct 
consignment of empties. 

The following may be u.sed as a Credit Note in connection 
with above transactions : — 
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The totals of Supply Notes and Credit Notes are posted to 
debit and credit respectively of Branch, in the Supply Ledger, 
as below. 

If the desire is to check the transfers weekly, then each class 
of entries must be kept well posted up. By this means it may 
be ascertained how much stock-in-hand should be held at any 
particular Branch. 



LEAKAGE OR SUPPLIES LEDGER 1. 

Account of Supplies from Warehouse to Branch. 

Dr. Quarter ending 



Date 


Invoice 
No. 


SUPPLIES. 
Cost Price. Selling Price. 




Details 


Weekly 
Totals 


Details 


Weekly 
Totals 






£ s d 


£ s d 


£ s d 


£ s d 



Cr. 



^ 




1 


CREDITS AND RETURNS. 
Cost Price. Selling Price. 


Cash 


Q 


Details 


Weekly 
Totals 


Details 


Weekly 
Totals 








£ s d 


£ s d 


£ s d 


£ s d 


£ s d 



no CO-OPERATIVE SOCIETIES ACCOUNTS. 

At the quarter end the Ledger is totalled, and a statement or 
balance is taken out as follows : — 



LEAKAGE STATEMENT, 
Branch igi 



To Stock to commence 
„ Goods pex warehouse . . 
„ Goods direct from merchants (per 

Invoice Journal) 
„ Proportion of carriage . . 



£ s d 



By Sales 



Leakage 
Stock on hand . 



£ s d 



The Stocks, Supplies, and Goods direct are entered on this 
statement at selling prices. 

Many Societies allow each Branch a leakage of 3d. in the £ 
on Sales. If the leakage shown is larger than this, then the 
Branch manager is called upon for an explanation. 

In the comparatively rare event of the account showing a 
surplus, then some error in charging out the supplies may 
safely be looked for. 
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ACCOUNTANT, THE (Est. 1874). A weekly newspaper 
issued m time for Friday evening's mail. The Accountant 
IS the recognised organ of Chartered Accountants and Accountancy 
throughout the world. It contains Leading Articles, Contributed 
Articles. Weekly Notes, Correspondence and Enquiries, Current Law, 
Reviews, Reports of Meetings of Societies of Accountants and Students' 
Societies. Scottish Notes, Lectures and Debates on Accountancy, 
Bookkeeping (with specimens of Accounts), Auditing, Liquidations, 
Bankruptcies, Receiverships, Company Law, Income Tax. &c. &c., as 
well as Law Reports of all Decisions of interest to Accountants 
as to Administration Cases, Arbitrations, Winding-up of Joint Stock 
Companies, Liquidations, Bankruptcies, Mercantile Law, and 
Partnerships ; and is generally a complete record of all matters of 
interest to the Profession. New Volumes commence in January and 
July each year. 

Single copies 6cl. net, post free U.K. ejd. ; Abroad, 7d. 
Subscriptions : Yearly, post free U.K. 24/- ; post free. Abroad 

26/-; Half-yearly, U.K. 13/-; Abroad, 14/-. 
Binding Covers issued for each half-yearly volume, half calf, gold- 
lettered, 2/6 net, post free U.K. 2/9 ; Abroad, 2/1 0. 
Filing Cases for filing the weekly issues until volume is completed. 

3/6 net, post free U.K. 3/11 (postage Abroad prohibitive). 
Volumes, bound half calf, gold-lettered. Vol. X, 24/-- XI 
£1 lOs. ; XII, XIII, 15/- each; XIV, 20/- ; XV— XVIIl', 15/- 
each; XIX— XXI, 14/- each; XXII. 26-; XXIII— XXIV 
14/- each; XXV, 30/-; XXVI. 40/- ; XXVII, 50/- • 
XXVIII, 28/-; XXIX, 20/-; XXX— XLVI, 14/- each, net', 
post free U.K. (Prices of Vols. I-X on application.) 

ACCOUNTANTS' JOURNAL, THE (Est. 1883). A monthly 
newspaper, issued about the 15th of the month. 

The general contents of the paper are designed more especially to meet 
the requirements of Accountant Students, though the practitioner is by 
no means overlooked. A concise summary is given of the effect of all 
the Important Legal Decisions of the preceding month. Articles, 
Notes, Correspondence, Reviews and Prize Competitions appear in each 
issue together with Lectures delivered to the various Students' 
Societies, and the reports of their meetings. The new Volume 
commences in May •each year. 

Single copies 9d. net, post free, lOd. 
Subscriptions : Yearly, post free U.K. 7/6 ; post free Abroad, 8/6. 
Binding Covers issued for each Yearly Volume, half calf, gold- 
lettered, 2/6 net, post free U.K. 2/9; Abroad, 2/10. 
Filing Cases for keeping unbound copies until the completion of 
the volume. 1/- net, post free U.K. 1/4 (postage abroad 
prohibitive). 
Volumes, bound half calf, gold-lettered I — XII 7/6 each, (except 
Vols. Ill and VI, lO/- each), XIII to XXIX, 8/6 each (post 
free U.K.). 

'JGEE & Co. (Publishers) Ltd., 34 Moorgate Street, London, E C. 
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ACCOUNTANTS' LIBRARY, THE. 

Consists of a series of 51 handbooks, each separate volume of which 
deals with a complete system of Bookkeeping suitable for the particular 
business described, together with a complete set ol pre forma Accounts. 
Most of the volumes are published at a uniform price of 3/6 net, but 
in the case of a few larger volumes the price is 5/-, 7/6, and 10/6. 
To Subscribers these are published at the special rates of 2/6, 3/9, 
5/-, and 7/6, Subscriptions can still be received at this reduced rate 
for Vols. 1 to XX, XXI to LI, or the whole of the volumes of th& 
Series. A list of the Volumes, together with the subscription rates, 
will be found on pp. 44-48 of this Catalogue. 

ACCOUNTANT'S & BOOKKEEPER'S VADE-MECUM. 

(See Vade-Mecum, p. 42.) 

ACCOUNTANTS' ASSISTANT. 

(140 pp. 8vo.) By Thomas Beckett. A Bibliography of 
Accountancy : being an Index to the Accountancy Lectures and 
Leading Articles printed in The Accountant, The Accountants' Journal, 
The Transactions of the various Students' Societies, and other 
periodicals, during the last thirty years of the Nineteenth Century, tO' 
which is added a List of the principal Treatises now in use on each of 
the 117 subjects affecting Accountancy. 

Net price.(post free U.K.) 6/- ; Abroad 6/6. 

ACCOUNTANTS' CODE. 

A short, but. sufiSciently complete Telegraphic Code to be used by- 
principals and clerks when desiring to communicate with each other 
by telegraph. Arranged to be affixed inside the Audit Note Book. 

Net price (post free U.K.) 5/- per dozen ; Abroad, 5/3 per dozen. 

ACCOUNTANT'S COMPENDIUM. 

(4th Ed., 749 pp., 4to.) By S. S. Dawson, M.Com., F.C.A. 

A complete Lexicon for Accountants, containing some 1,500 articles- 
upon subjects of general interest not only to the professional 
Accountant, but also to Chief Clerks, Secretaries, and others holding 
responsible positions in mercantile concerns. It is estimated that 
about 20,000 distinct' points which are constantly arising in the- 
practice of a.n Accountant have been dealt with in this Edition, 
and all references and authorities are quoted in the text. The 
following subjects dealt with will give some idea of the scope of this- 
work : — Accountancy (generally) . Actuarial Matters. Adininistration 
of Assets. Administrators. Agency. 'Apportionmerit. Arbitrations 
and Awards. Arithmetical Questions. . Arrangements with' Creditors. 
Auditing. Banking. Bankruptcy. Bills of Exchangfe. Bills of Sale. 
Bookkeeping. Branch Accounts. Building Societies. Capital and 
Income Questions. Carriage. Cheques. Company Law and Practice- 
(Formation, Management, and Winding-up). Contracts (generally). 
Contributory. Death Duties. Debentures. Deeds of Arrangement. 
Departmental Accounts. Depreciation. Directors. Economic Questions. 
Equation of Payments. Executorship Accounts. Executorship Law. 
Factors. Foreigii Exchanges. Goodwill. Guarantee. Hire-Purchase- 
Agreements. Income Tax. Infant. Insurance. Interest (Questions- 
involving). Investigations. Land Taxes. Lien. Limitation of Actions. 
Liquidators. Manufacturers' Accounts. Mercantile Law (generally). 
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Municipal Finance. Official Receivers. ' Partnership.' Pledge. Profit. 
Profit and Loss Account. Profits Available for Dividend. 
Promissory Notes. Receivers. Reserves and Reserve Funds. Sale of 
Oroods. Savings Banks. Secretarial Matters. Self-Balancing Ledgers, 
bhipping. Single and Double Account. Single and Double Entry. 
Sinking Funds. Slip Bookkeeping. Stock Exchange Terms. Stock-in- 
Trade (Questions affecting). Trustees. Trustees in Bankruptcy. Wills. 
Net price (post free U.K.) 2S/- ; Abroad, 26/6. 

ACCOUNTANTS' DIARIES, THE. 

Eight Editions Annually. All editions (except No. 3) contain a 
Complete Directory of Accountants throughout the world, 
together with special information for Accountants, including extracts 
from Statutes and Rules relating to Building Societies, Companies, 
Trustees in Bankruptcy and under Deeds of Arrangement, and the 
Audit of Accounts of various bodies, &c. (in so far as they affect 
accountants), and other useful information. 

Net Price (Post Post Free, 

Foolscap folio. Free U.K.) Abroad. 

bound in cloth. 8/- Too heavy. 

Foolscap folio, 

bound in cloth. 5/- 6/2 

Foolscap folio, 

bound in boards. 3/6 4/8 

Foolscap folio, 

bound in boards. 1/6 2/4 



No. I. 

No. 2C. 

No. 2. 
No. 3. 



One day on each page, 

with all information. 

Two days on each page, 

with all information. 

Two days on each page, 

with all information. 

Three days on each page, 

without Directory or 

information. 

No. 3a. Three days on each page, 

with all information. 

No. 4. One day on each page, 

with all information. 

No. 4f. One day on each page, 

with all information 

(ruled feint for hours 

engaged). 

No. 5. Two days on each page, 

with all information. 

Nos. I, 2C, 2, 3, and 3a, 



Foolscap folio, 
bound in boards. 

Medium 8vo, 
bound in cloth. 

Medium 8vo, 
bound in cloth. 



2/- 
5/- 
5/- 



2/10 

5/8 
5/8 



Medium 8vo, 
bound in cloth. 2/6 3/- 

_ are specially ruled for accountants with 
columns headed " Estate and Hour of Appointment," "Posting Folio," 
" Particulars," and " Hours Engaged." Copies can be obtained inter- 
leaved with blotting paper at an extra cost of 2/- each for No. i ; 
1/6 each for Nos. 2, 2C, 4, and 4f ; and 1/- each for Nos. 3, 3a, and 5. 
A Ledger Index is included in No. i Edition and can be supplied in the 
other Editions at an extra cost of 6d. 

*.* The above Diaries are also published in Loose-leaf 
form. A special prospectus will be sent on application. 

THE ACCOUNTANT'S POCKET DIARY AND 
REFERENCE BOOK. 

(170 pp., 6in. X4in.) Compiled by R. Duncan French and A. L. 
Gee. Summary of Contents : Calendars — Perpetual Calendar — Notable 
Dates — Diary Table — Postal Information, Inland and Foreign — Foreign 
Money Tables and English Equivalents and Conversion Tables — 
Decimalization oi £1 — Exchange Tables — Cardinal Numbers indifferent 
Languages — Weights and Measures, British, Foreign, and Colonial — 
The Metric System — Metric Conversion Tables — Sizes of Printing 
Papers, Books, and Types — Mensuration Formulae — Bank Rate of 
Discount — Average ditto — Income Tax Rates — Table of Company Fees 
— Plours at Somerset House — Company Statutory Requirements — 
Stamp Duties, &c. — Time for Stamping Documents — Company and 
Bankruptcy and Deeds of Arrangement Time Tables — Trustee Securi- 
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ties with Transfer and Dividend Days — Judges : England and Scotland 
— Intestates' Estates — Professional Fees (Accountants, Architects, 
Auctioneers, Stockbrokers, &c.) — Solicitor's Costs for Conveyancing — 
Life Assurance Rates — Rates for Annuities — Fire Insurance Rates — 
Expectation of Life — Tables of Simple Interest, Compound Interest, 
Present Value of a Lease or Annuity, Yield per cent, of Investments, 
Discounts, Wages and Salaries, Leasehold or Smking Fund Assurances, 
Fine on Renewing Lease, Building Society Reducing Mortgage, Con- 
tributions under Compensation Act, 1904— Directory of Professional 
Societies and Students' Societies — The Census igii — Memoranda — 
Telephone Numbers and Telegraphic Addresses— Personal Memoranda 
— Diary (a week to a page) — Memoranda — Index. 

Price 2/6 net, post free U.K. and Abroad, 2/8. 

A Loose-leaf Edition of the above can be supplied as follows : — 

No. 63. Complete with loose-leaf cover and 100 extra blank leaves, 

7/6 post free, U.K. ; Abroad, 7/10. 
No. B63. If fitted with strap and button, and containing pockets 

for cards, stamps, &c., 10/6 post free U.K. ; Abroad, 10/10. 
Refills of the Pocket Diary in loos« leaves, price 2/6. 
A thicker loose-leaf book can be supplied holding double the number 

of leaves, price (including Pocket Diary) Na. 663, including 100 

loose leaves, 9/6 post free U.K. ; Abroad, 10/-. No. B663, ditto, 

with band and button, and pockets for cards, stamps, &c., 12/6, 

post free U.K. ; Abroad, 13/=. 
Extra packets of 100 leaves (supplied in nine difterent rulings), lod. ; 

post free U.K., ud. Index, 8d. ; post free Qd. 
Transfer Cases to take sheets already used, or not immediately 

required, prices and capacity: — No. 6 (J") 1/3. No. 61 (f") 1/6. 

No. 62 (i") 1/9. No. 63 (ij") 2/-. Postage extra. 

ACCOUNTANTS' MANUAL. 

A most valuable fund of information concerning various points of 
Practice and Law relating to the Profession is contained in the 
Questions and Answers of the Institute Examinations. The eleven 
Volumes already issued under the above title comprise the back parts 
of the Questions and Answers, with copious and carefully prepared 
Indices. By this means an extremely valuable mass of information 
is available to the Student for Examination purposes, and to the 
practitioner. The Examination Questions and Answers included in the 
Volumes cover the following periods : — 
Vol. I. Dec. 1SS4 to June 1887 



11. „ 1887 to 

III. ,, i8go to 

IV. ,, 1892 to 
V. „ 1894 to 

VI. „ 1896 to 



1S90 
1892 
1894 
1896 
1898 



Vol. VII. 


Dec. 


1898 to June 


1900 


„ VIII. 




1900 to ,, 


1902 


IX. 




1902 to ,, 


1904 


X. 




1904 to ,, 


igo6 


„ XL 




1906 to ,, 


iqo8 


„ XII. 




1908 to ,, 


igio 



Vol. XIII. Dec. 1910 to May 1912 
The Questions and Answers published after the last date mentioned 
will form the succeeding Volumes, which it is proposed to issue every 
other year. 

Thirteen Volumes have already been issued, net price (post free, U.K.) 
7/6 each ; Abroad, 8/2 each, or the set of thirteen Volumes 78/- 
post free, U.K. ; 84/6 post free, Abroad. 

Also issued in parts every June and December, net price 1/6 each, 
post free, U.K. or Abroad, 1/7. To those v;ho have purchased theparts 
as and when issued the Indices can be supplied separately, price 1 /- each. 

Subscriptions, post free, U.K. or Abroad, 3/- per annum. This sub- 
scription includes 2 parts and the index issued biennially. 
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ACCOUNTANTS' TIME BOOK AND CLIENTS' 
LEDGER, COMBINED. 

(Large post folio.) Designed by H. W. Hazlehurst, A.C.A. 

The Author believes the above meets a distinct want in Accountants' 
offices, obviating the use of Ledger Accounts, both for time spent on 
clients' behalf and for the resulting charges. One line (only) devoted 
to each Stocktaking. "Fees by Scale" are set beside "Actual 
Fees," with space for record of sending in the bill, and of payment 
received. (Specimen entries shown.) 

40 pp., 3/6 net. Post Free U.K. 3/9 ; Abroad, 3/10. 
100 pp., 6/6 net post free U.K. ; 7/- net post free Abroad. 

ACCOUNTANCY PROBLEMS, 

with Solutions by L. Greendlingep. (330 pp., 8vo.) Contains 
Problems on the Adjustment of Partnership Accounts, Practical 
Accountancy, Theory of Accounts, Auditing, Commercial Law, with 
Solutions and Notes, and Questions set at the C.P.A. Examinations, 

21/6 net. Post free U.K. 21/10 ; Abroad 22/4. 

ADVANCED ACCOUNTING. 

(4th Ed., 520 pp.. 4to.) By Lawrence R. Oicksee, M.Com., 
F.C.A. This work will be found of the greatest value to Candi- 
dates for the Final Examination of the Institute, and to all serious 
Students of Accounts. In addition to an exhaustive treatment of the 
subject from an Accountant's point of view, an Appendix is included, 
which has been written by J. E. G. de Montmorency, B.A., LL.B. 
(Cantab), of the Middle Temple, Barrister-at-Law, dealing with the law 
relating to Accounts, and the requirements of the Courts and of lawyers 
in connection therewith. The following matters dealt with (to each of 
which a chapfer is devoted) will give some idea of the scope of the 
work : — Introduction — Capital and Revenue — Organisation of Accounts 
— Methods of Balancing — Branch Accounts, &c. — Tabular Bookkeeping 
— Stock Accounts and Store Accounts — Partnership Accounts — Company 
Accounts — Vendors' Accounts — Executors' Accounts — ^The Double- 
Account System — Income-Tax — Bankruptcy and Insolvency Accounts — 
Liquidation Accounts — Reconstructions and Amalgamations — Falsified 
Accounts — Bookkeeping without Books — Cost Accounts — Depreciation, 
Reserves, Reserve Funds and Sinking Funds — Payments by Instalments 
and Interest — ^The Form of Published Accounts — ^The Criticism of 
Accounts — Miscellaneous Problems in Accounts — Periodical Returns — 
Accounts for Litigation. — The Law Relating to Accounts— Miscel- 
laneous Questions on Accounts. 

Net price (post free U.K.) 21/- ; Abroad, 22/4. 



AGRICULTURAL ACCOUNTS. 

(Vol. IV of "The Accocntants' Library" Series, q.v.) ■(2nd Ed., 
126 pp., 8vo.) By T. W. Meats (Incorporated Accountant). "This work 
contains a complete system of Bookkeeping and Forms of Account, 
arranged specially to suit the requirements of Agriculture ; and 
also a Specimen Set of Entries covering the transactions for One 
Complete Year. The application of Cost Accounts to the transactions 
is also dealt with, and provides for Departmental Profit and Loss 
Accounts. A separate section of the work deals with Income-Tax as 
relating to Agriculture. 5/- net. Post free U.K. S/4 ; Abroad, 5/5. 
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ANTE AUDIT. 

(44 pp., 6J in. by 4 in.) A concise Booklet of Rules and Instructions 
intended to be given by the Auditor to the Bookkeeper in order to 
facilitate the Auditing of the Books. Arranged in alphabetical order. 
Net price. Post free U.K. Abroad. 

Per copy I/O 1/1 1/1 

Per half doz. 5/6 5/6 5/10 

Perdoz. 10/0 10/0 10/6 

AUCTIONEERS' ACCOUNTS. 

(Vol. II of " The Accountants' Library " Series, g.v.) (2nd Ed., 90 pp., 
8vo.) By L. R. Dicksee, M.Com., F.C.A. Describes fully 
a System of Accounts suitable for Auctioneers, Valuers, and Estate 
Agents. Divided into Three Parts :— (1) General description of 
Books required and the method of keeping them. (2) Full Set of 
fro formd Accounts. (3) Miscellaneous information as to Licences, 
Scales of Charges, Conditions of Sale, &c. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

AUDITING 

(gth Ed., 1026 pp., 8vo.) A Practical Manual for Auditors. By 
Lawrence R. Dicksee, M.Com., F.C.A. This well-known text- 
book (of which upwards of 15,000 copies have been sold during the 
past 20 years) has been carefully revised and brought up to date. It is 
thoroughly comprehensive and reliable. As before, it contains copious 
extracts from all Acts of Parliament affecting the subject, and detailed 
reports of all the leading Legal Decisions to date. In addition to being 
indispensable to Practitioners and Accountant Students, the work is 
invaluable to Directors, Shareholders, and all Business men. The 
present edition has been issued at half the price of the preceding edition, 
to meet the views of those desirous of securing a work of admitted 
authority at a popular price. 

The following is a summary of the contents : — Introductory : 
Auditing up to the Trial Balance (pp. 1-40) — Methods of Account 
suggested in the course of Audit (pp. 41-69) — Special Considerations in 
Different Classes of Audits (pp. 70-189) — From Trial Balance to Balance 
Sheet (pp. 190-248) — Forms of Accounts and Balance Sheets (pp. 
250-285)— What are Profits? (pp. 286-303)— The Attitude of the 
Auditor (pp. 304-334) — The Liabilities of Auditors (pp. 335-370) — 
Investigations (pp. 371-393) — Income-Tax (pp. 394-406) — Appendix A 
(Extracts from Statutes, &c.) (pp. 417-678) — Appendix B (Legal 
Decisions) (pp. 679-992) — Appendix C, Extract from " Tretyce o£E 
Husbandry " (pp. 996-998) — Appendix D, Depreciation Tables (pp. 
999-1002) — Index (pp. 1003-1016). 

10/6 net. Post free U.K. 11/-; Abroad. 11/10. 

AUDIT MEMORANDA. 

(12 pp., 8vo.) By Andrew Binnic, C.A., F.C.A. This booklet 
which is of the nature of an "Aid to Memory," is intended to be 
complementary to the ordinary detailed Audit Programme. It indicates 
the leading points to which the Auditor should direct his attention, 
when, with the Balance Sheet before him, he is finally completing an 
Audit. Space is left for the insertion of such further points as may 
arise in special matters. The Memoranda are divided into two parts, 
viz. : — I. Preliminaries to commencing detail work of a Company 
Audit ; or, as far as is applicable, the Audit of a Statutory Keport. 
2. Points to be looked into when completing an Audit. 

1/- net. Post free U.K. and Abroad, 1/1. 
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AUDIT NOTE BOOKS. 

No. I (26 pp., 8 in. by 4 in.). Sixth Edition. Suitable for a Monthly 

Audit. 
No. 2 (26 pp., 8 in. by 4 in.). Sixth Edition. Suitable for a Quarterly 

or Half-yearly Audit. 
(Name and address printed free on covers on orders of 100 copies.) 
Net price. Post free U.K. Abroad, 

Single copies -/6 -/7 -/7 

Per dozen 5/- 5/- 5/7 

Per 100 40/- 40/- 44/6 

No. 3 (150 pp., 12^ in. by 4 in.). For Important Audits. 
(Name and address printed free on covers on orders of 50 copies.) 
Net price. Post free U.K. Abroad. 

Per copy 2/- 2/3 2/3 

Per dozen 20/- 20/- 22/6 

Per 50 70/- 70/- 85/- 

Per 100 110/- 110/- 130/- 

AUDITORS, SUMMARY OF LEGAL DECISIONS 
AFFECTING. 

(40 pp., 8vo.) By H. G. Cocke, A.C.A. A pamphlet, summarising 
the leading cases affecting Auditors. 

1/. net. Post free U.K. and Abroad, 1/2. 
AUDITS. 

(2nd Ed., 200 pp., 8vo.) By Apthup E. CutfOPth, A.C.A. This work 
describes, within the limits of a book of moderate size, the 
main duties of Auditors, and the principles affecting their work. 
Regard has also been had to the needs and requirements of Students for 
Examinations, in the choice and treatment of the subjects dealt with. 
The following is a summary of the contents : — Preface — Auditor's Duty 
with regard to various items of Profit and Loss, &c. — Auditor's Duty 
with regard to various Balance Sheet items — Programmes of Audits of 
various kinds — Specimens of Accounts of Various Concerns — Forms of 
Auditor's Certificate under Different Acts— Provisions of the Companies 
Acts relating to Auditors — Legal Decisions affecting Auditors — 
Miscellaneous Representative Examination Questions Answered and 
Discussed, &c. &c. Net price (post free U.K.) 6/6 ; Abroad, 7/- 

AUSTRALIAN MINING COMPANIES' ACCOUNTS. 

(Vol. XVI of "The Accodntants' Library" Series, q.v.) (86 pp., 
8vo.) By D. Godden, F.F.I. A., Aust. and Wm. N. Robeptson, 
F.F.I. A., Aust. This volume deals very fully with all classes of 
Mining Companies' Accounts, as usually kept in Australia, and 
contains a. complete description of the Laws of the various States 
relating to the subject. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

BAKERS' ACCOUNTS. 

(Vol. L of "The Accountants' Library" Series, q.v.) (120 pp., 
8vo.) By F. Wleggison, Chartered Accountant. A complete 
System of Bookkeeping for Bakers, with additional Chapters on 
Income Tax, Branch Shops, and Bakehouse Accounts. Synopsis : 
Introduction — Opening the Books — The Baker and his Creditors — The 
Baker and his Customers — The Baker and his Cash — The Journal- 
Impersonal and Private Ledgers— Balancing the Books— Trading and 
Profit and Loss Accounts, and Balance Sheet— Wages— The Treatment 
of Sacks — Depreciation — Bookkeeping for Small Bakeries— The Baker 
as Taxpayer — The Accounts of Branch Shops — A System of Bakehouse 
Accounts — Additional Books required by a Limited Company — An 
alternative ruling for the Customers' Ledger. 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 
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BALANCE SHEET OF A COMMERCIAL CONCERN, 
HOW TO READ THE. 

{3rd Ed., 64 pp., Demy 8vo.) By F. W. Pixley, F.C.A., Barrister- 
at-Law. This book has been written to show Shareholders, 
Financial Experts, and others, how to understand this complicated 
subject, and deals with "Working Capital," "Fixed Capital," and 
the Gauging of the Position of a Company from its certified Balance 
Sheet. While the most inexperienced will derive some benefit from 
the perusal of its pages, it has not been written solely for them, but is 
also intended for those who possess some knowledge of Bookkeeping 
and Accounts, and it is hoped that such will find some useful hints 
which will better enable them to criticise a strange Balance Sheet, 
whether they may receive it in their capacity as shareholder, intending 
investor, or even for the purpose of writing an article thereon in the 
financial columns of a newspaper. 

1/6 net. Post free U.K. and Abroad, 1/9. 

BANK BOOKKEEPING AND ACCOUNTS. 

(Vol. I of "The Accountants' Library" Series, q.v.) (2nd Ed., 
167 pp., 8vo.) By John A. Meelboom, Chartered Accountant, 
and Chas. F. Hannaford. A concise Treatise, showing the 
application of the principles of Bookkeeping to the record of Bank- 
ing transactions. With about 40 Forms, indexed fully, and complete 
even to posting folios, enabling the reader to instantly trace the history 
of any transaction through the entire system of Accounts. The examples 
given are not special to any one Bank, but the facts have been gathered 
from many different sources, so as to give the greatest possible informa- 
tion. A Glossary of Banking and Commercial Terms is appended, legal 
definitions being given as frequently as possible. 

5/- net. Post free U.K. 5/4 ; Abroad, 5/6. 
*«' New Edition in the Press. 

BANKRUPTCY. 

(2nd Ed., 286 pp., 8vo.) By the late T. Wl. Stevens, D.C.L., 

Barrister-at-Law. Second Edition revised by F. N. Keen, Barrister- 
at-Law. A work designed more especially for the use of those 
acting as Trustees in Bankruptcy, or otherwise engaged in the 
practical work of administration in bankruptcy matters. The author's 
aim has been to produce a book which, though not attempting the 
exhaustiveness or minuteness of the leading authorities (Williams' 
Bankruptcy Practice and Hobson on Bankruptcy), should yet follow 
on their lines, and be an accurate and reliable text-book of the law, 
far removed from the popular handbook class of literature. 

Net price (post free U.K.) 7/6 ; Abroad, 8/- 

BANKRUPTCY AND COMPANY TIME TABLES. 

(16 pp., 8vo.) Useful Time Tables of some of the principal 
matters in connection with Bankruptcy and Deeds of Arrangament, and 
of the steps in a Company Liquidation. In pamphlet form : 6d. net. 
Post free U.K. and Abroad, 7d. 

The Company Liquidation and Bankruptcy Time Tables are also pub- 
lished in map form, 6d. net. Post free U.K. and Abroad, 7d. each. 

BANKRUPTCY, LEXICON FOR TRUSTEES IN. 

{See Lexicon, p. 31.) 
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BANKRUPTCY TRUSTEE'S ESTATE BOOK, THE. 

. (2nd Ed., 84 pp.) Compiled by L. R. DIcksee, M.Com., 
F.C.A. This book contains the whole of the information likely to 
be required by Trustees in Bankruptcy in such & form that in con- 
junction with the "Record Book" it provides a, complete statement 
of all the facts relating to any particular estate, entirely doing away 
with the necessity for memoranda and loose sheets, which are so 
frequently lost. Net price. Post free U.K. Abroad. 

Each 4/- 4/4 4/5 

Perdoz. 40/- 40/- 45/- 

BOOKKEEPING AND ACCOUNTS. 

(2nd Ed., 900 pp., Crown 8vo.) By L. Cuthbert Cropper, F.C.A. 

This work covers the whole field of practical Bookkeeping, Accounting, 
and Banking. It includes a very large number of Test Questions, with 
answers prepared by the Author, and many pages of Examination 
Papers set by all the important educational bodies examining in this 
subject. The book as a whole is the outcome of the Author's experience 
as an Examiner, Lecturer, and Accountant in large practice. It fully 
explains the New Assurance Act, 1910. The chapter dealing with 
Assurance Accounts extends to 43 pages, and will be found to convey 
an accurate and lucid explanation of the system of Bookkeeping employed 
in Assurance Offices, the way the annual accounts are compiled, and the 
new form in which they must be presented. There is also a chapter 
dealing with Income Tax ; a chapter of 26 pages on Bank Accounts ; 
and one of 62 pages dealing with the Form of Published Accounts. 
The examples selected cover a wide field, including the Accounts of 
Water and Gas Undertakings, and to each set of accounts explanatory 
and critical notes are appended. Special advice and instructions from 
an Examiner's point of view are given throughout the book. There is 
a most complete index, extending to 20 pages. The style of writing is 
particularly simple and lucid. 

3/6 net. Post free U.K. 3/1 ; Abroad, 4/1. 

BOOKKEEPING, ELEMENTARY. 

(48 pp., 8vo.) By W. G. Day, Chartered Accountant. A suitable 
Elementary Text Book for Students. 

1/- net. Post free U.K. and Abroad, 1/2. 

BOOKKEEPING, ELEMENTS OF. 

(70 pp. and 9 diagrams, 8vo.) By T. E. Streetep. For use in 
Schools. 1/6 net. Post free U.K. and Abroad, 1/9. 

BOOKKEEPING EXERCISES. 

(3rd Ed., 96 pp., 8vo.) By L. R. Dicksee, M.Com., F.C.A. This 
book consists of a series of 100 Exercises, with skeleton Answers, 
specially compiled to form a graduated and comprehensive course of 
nstruction for the Bookkeeping Examinations of the Institute of 
Chartered Accountants. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/11. 

BOOKKEEPING FOR ACCOUNTANT STUDENTS. 

(6th Ed., 300 pp., 8vo.) By Lawrence R. Dicksee, M.Com., 
F.C.A. The standard work on the subject. A complete treatise on 
the Science of Bookkeeping for the use of Accountant Students. 
Summary of Contents : — 

Part I. — Simple Ledger Accounts — Closing the Ledger — Transactions 
of Henry Jackson— The " Continental " System— Closing the Ledger on 
the " Continental " System — Exercises. 
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Part 2. — Commercial Terms — Accounts of Traders — Transactions of 
Fox & Crane (Opening the Ledger, the Subsidiary Accounts) — Adjust- 
ment Accounts and Self-Balancing Ledgers— Examination Papfirs. 

Part 3.— Accounts of Manufacturers — Transactions of a Manufactur- 
ing Company (General and Trade Ledgers, Cost Accounts, &c.) — Forms 
of Accounts and Account Books (Double-Account System, Single- 
Account System, Ledgers, Journals, Cash Books) — Miscellaneous 
Questions of Account. Net price (post free U.K.) 10/6 ; Abroad, 11/2. 

BOOKKEEPING FOR BEGINNERS. 

(45 pp., 8vo.) By G. W. Wheeler, A.K.C., Incorporated Account- 
ant. A new text-book equally suitable for self-instruction or for use in 
Schools. The principles of "Double-entry" are explained, with 
Illustrations and Exercises, but without the confusing effect of 
subsidiary books until considerable progress is made. 

1/6 net. Post free U.K. and Abroad, 1/8. 

BOOKKEEPING FOR COMPANY SECRETARIES. 

(4th Ed., 192 pp., 8vo.) By L. R. Dicksee, M.Com., F.C.A. 

The subject of Bookkeeping in relation to Joint Stock undertakings 
is very fully dealt with. A certain amount of preliminary 
knowledge of the Elements of Bookkeeping is assumed. The following 
matters, amongst others, are fully dealt with: — Accounts of Companies 
— Adjustment Accounts — Accounts of Branches — Tabular Bookkeeping 
— Organisation of Accounts — Balancing Accounts — Applications, Allot- 
ments, &c. — Reserve Funds, Depreciation, &c. — Profits, Dividends. 
Income Tax, &c. — The Companies Acts. 

The Appendices comprise Examination Questions and Answers, and 
the Institute of Secretaries' Examination Papers. 

5/. net. Post free U.K. 5/4 ; Abroad, S/5. 

BOOKKEEPING FOR EXECUTORS AND TRUSTEES. 

(82 pp., 8vo.) By T. Whittervi Hawkins, Chartered Accountant. 
The purpose of this handbook is to set forth the simplest system 
of Bookkeeping for Executors, Trustees, and Administrators, com- 
patible with a clear and accurate presentment of their transactions. 
With a complete set oi fro formd Accounts. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/11. 

(For other books on this subject see under Executorship Accounts.) 

BOOKKEEPING FOR RETAIL TRADERS. 

(76 pp., 8vo.) By James Findlay, Chartered Accountant. A simple 
system of Bookkeeping, illustrated by a complete set of pro formd 
Accounts. 3/- net. Post free U.K. and Abroad, 3/3. 

BOOKKEEPING FOR TECHNICAL CLASSES AND 

SCHOOLS. 

(no pp., 8vo.) By Geo. F. Clarke, A.S.A.A. A Practical Element- 
ary Treatise on Double Entry Bookkeeping. 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/10. 
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BOOKKEEPING, MODERN. THE PRINCIPLES OF 

(152 pp. 8vo.) By W. R. Hamilton, F.C.A. This book does not 
profess to deal exhaustively with the subject of Bookkeeping as an 
. art, attention being concentrated on its spirit, rather than on its form. 
All systematic bookkeeping is based on a principle, but on one which 
modern abbreviations necessarily tend to obscure. The book is an 
attempt to set forth this principle, and to show that, however obscured 
it may be, yet it exists, and must be thoroughly grasped by anyone who 
would become proficient in the art. Such forms as are employed are 
used only to illustrate the text — they are not given as dogmatic instances 
of how any particular bookkeeping problem should be solved. The 
principle is explained and insisted upon, and it is left to the reader, or 
his teacher, to apply this principle in any desired direction. 
Synopsis : — Part I — The principle of Double-Entry as applied to 
ordinary Bookkeeping. Introductory — Books in everyday use briefly 
described : Day Book, Invoice Book, Cash Book, Ledger — The Prin- 
ciple of the Journal Entry — The Application of the Journal Entry to a 
Series of Transactions — Some Disadvantages of the old style of Double- 
Entry : How it has been Simplified — The place of the Journal in 
Modern Bookkeeping — Some Special Possible Abbreviations— Real and 
Nominal Accounts — The Trial Balance — The Balance Sheet : Pre- 
liminary Work— The Balance Sheet (continued) : The Closing of 
the Books — The Balance Sheet (concluded) : Formal Accounts, 
Capital Accounts, &c. Part II : The Application of the Principle in 
Special Cases — Columnar Books : What Books constitute a Set ? — 
Petty Cash Book : What Items go into the Invoice Book ? — Branch 
Accounts : Foreign Currency — Sectional Balancing, Company and 
Partnership Bookkeeping, Departmental Accounts, Cost Accounts, 
Suspense Accounts, Stock Accounts — Conclusion. 

3/6 net. Post free U.K. 3/10 ; Abroad, 4/- 

BOOKKEEPING, THE PRINCIPLES OF. 

(116 pp., 8vo.) By J. A. Carllll, F.C.A. A short treatise on the 
subject. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

BOOKKEEPING. 

(2nd Ed., 460 pp., 8vo). By Gerard van de Linde, F.C.A. Being 
a reprint of the seven following works by this author : — I. — Book- 
keeping, in four Parts. II. — A Merchant's 0£&ce. III. — A Merchant's 
Accounts. IV. — Company Work. V. — Collieries. VI. — Secretarial. 
VII. — The Audit of Banks and Mercantile Firms, together with a 
Glossary of the principal Mercantile Terms in general use. A 
practical treatise of universal utility to everyone connected with the 
Accounts of Banks, Mercantile Firms, Joint Stock Companies, and 
other important Financial Institutions. 

Net price (post free U.K.) 7/6 ; Abroad, 8/2. 

BOOT AND SHOE COSTINGS. 

(60 pp., 8vo.) By Lawrance C. Headly, Chartered Accountant. 
Deals fully with the Cost Accounts of a Bool and Shoe Factory 
and with the Periodical, Manufacturing, Trading, and Financial 
Statements. The first part describes a simple and practical system for 
checking costs in detail, and ascertaining the results of manufacturing, 
the profits and losses in connection with the working up and consump- 
tion of materials and in connection with wages — the items of prime cost. 
The second part deals with Trading, and the expenses of carrying on the 
business, and gives examples of periodical statements by means of which 
full information on every detail can be obtained. 

2/6 net. Post free U.K. and Abroad, 2/9. 



34 MOORGATE STREET, LONDON, E.C. 



14 GEE & CO.'S CATALOGUE OF 

BRANCH ACCOUNTS. 

(See Multiple Shop Accounts, p. 33.) 

BREWERS' AND BOTTLERS' ACCOUNTS. 

(Vol. XLIV of "The Accountants' Library" Series, q.v.) (200pp., 
8vo.) By H. Lanham, Chartered Accountant, with a chapter on 
the Licensing Act, 1904, by W. C. Northcott, Chartered Accountant. 
Synopsis: — Purchases, Goods-in, Order and Stock Books, and 
Bought Ledger— Sales, Goods-out, Cellar, and Delivery Books, and 
Sales Ledgers — Customers' Cask Ledgers and Cask Registers — Bottled 
Beer Accounts— Cash, Petty Cash, Bills Receivable, Bills Payable, and 
Wages Books — Journal and Rents Receivable Book — Subsidiary and 
Statistical Books — Impersonal and Private Ledger Accounts and 
Balance Sheet— Stocktaking— Audit — The Licensing Act, 1904, vpith the 
text of the Act. Net price (post free U.K.) 10/6 ; Abroad, 11/- 

BRICKMAKERS' ACCOUNTS. 

(Vol. XXXIV of "The Accountants' Library" Series, q.v.) (100 
pp., 8vo.) By W. H. Fox. A complete handbook on the subject. 
Summary of Contents : Introduction — Descriptive Sketch of the 
Industry — Varieties in Manufacture —Two complete Sets of Accounts, 
including Balance Sheets, Profit and Loss Accounts, Percentage of 
Cost, List of Plant, Stock, &c. — Set of Specimen Books of Account, 
Contract Notes, Labour Sheets, &c.— Conclusion and Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/11. 

BUILDERS' ACCOUNTS. 

(Vol. Ill of "The Accoontants' Library" Series, q.v.) (3rd Ed., 
96 pp., 8vo.) By John A. Walbank, Chartered Accountant. 
This work explains in a clear and lucid way the methods of 
keeping the books of a Builder and Contractor. It is so arranged as 
to meet the requirements of both the large and small builder. With 
a minimum of clerical labour, and in a simple form, the cost of each 
job, &c., can be readily ascertained. The records are so arranged as 
to allow of periodical Balance Sheets and Profit and Loss Accounts 
being quickly prepared, showing the cost of, and profit or loss on, each 
contract or speculative building. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

BUILDING SOCIETIES' ACCOUNTS. 

(Vol. XXV of "The Accountants' Library" Series, q.v.) (116 pp., 
8vo.) By W. Colin Grant-Smith, LL.B., Chartered Accountant. 
For Permanent or Terminating Building Societies, but more especially 
adapted for Permanent Societies. Amongst the special features 
of this work are included : — Subscription Shares Table — Advanced 
Shares Table (four alternate) — Specimen Clauses of all matter that 
must be inserted in the Rules of a Society — Extracts from the 
Building Societies Acts relating to Accounts, Audit, &c. — Specimen 
Forms of Pass Book, Register of Members, Application for Shares, 
&c. &c. — Copies of all Memoranda and Forms (now in use) issued 
from time to time by the Registrar. The System here recommended is 
so concise that the position of the Society at any time may be ascer- 
tained in a few minutes. This is especially valuable where it is desired 
to present to the Board of Directors Monthly, Fortnightly, or even 
Weekly Statements. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 
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BUILDING SOCIETY TABLE AND LOAN CALCULA- 
TIONS. 

(18 pp., 8vo.) By George Johnson, F.S.S., F.C.I.S. A pamphlet. 
1/- net. Post free U.K. and Abroad, 1/1. 

CHARTERED ACCOUNTANTS' CHARGES AND THE 
LAW RELATING THERETO. 

(3rd Ed., 256 pp., Svo.) By F. W. Pixley, F.C.A., Barrister-at-Law. 
The Author states what his experience leads him to consider are 
the usual Charges amongst Chartered Accountants with regard to 
Auditing, Investigations, Liquidations, Receiverships, Administrations, 
Trusteeships in Bankruptcy and under Deeds of Assignment, Trustee- 
ships for Debenture-holders, Arbitrations, together with Tables for 
calculating Charges from one hour to one hundred days. The Law 
relating to the subject is dealt with, and a number of decided cases 
have been added. Net price (post free U.K.) 10/6 ; Abroad, 11/3. 

CHECK FIGURE SYSTEMS, ELEMENTARY 
TREATISE ON. 

(24 pp., 8vo.) By G. H. Hay, C.A. A pamphlet. 

6d. net. Post free U.K. and Abroad, 7d. 

CHECK FIGURE SYSTEMS, PRINCIPLES OF. 

(165 pp., 8vo.) By G. H. Hay, C.A. A complete treatise on the 
subject for Accountants and Bookkeepers, with numerous devices for 
quickly obtaining the Check-figure of Pounds, Shillings, and Pence, 
or Decimal Coinage from five selected base numbers, and special hints 
for discovering errors. 

Net price (post free U.K.) 7/6 ; Abroad, 7/10. 

CLUB ACCOUNTS AND THEIR CONTROL. 

(95 pp., Svo.) By Harold Tansley Witt, F.C.A. This book will be 
of great value to members of the Accountancy Profession who are 
called upon to institute a system of Club Accounts, and also to 
Secretaries of Clubs and their Committees. It is based upon 
systems in everyday use, and from which most excellent results are 
obtained. The legal aspect. has been dealt with by Mr. Percy M. 
Burton, of the Inner Temple, Barrister-at-Law, and in the Appendix 
will be found sections of the Licensing Consolidation Act, 1910, and 
the Finance (igog-io) Act, igio, a£fecting Clubs. Contents ; — Intro- 
duction — General Principles — Subscriptions — Provisions — Cellar 
Stocks, Ac. — Miscellaneous Revenue — Miscellaneous Expenditure — 
The Books of Account — Golf Clubs and Smaller Social Clubs — 
Working Men's Clubs — The Legal Position of Clubs. Appendix : — The 
Licensing (Consolidation) Act, 1910, Sections 91-98 — The Finance 
(1909-10) Act, 1910, Section 48. 

5/- net. Post free U.K. and Abroad, 5/3. 

COLLIERY ACCOUNTS. 

(Vol. LI of "The AcconNTANTs' Library " Series.q.v.) (130pp., Svo.) 
By John Mann, Junp., M.A., C.A., and Harold G. Judd, C.A. 

This book is intended to assist in the modernisation and improvement 
of existing systems of Colliery Accounting as well as in the institution of 
a system from the beginning. The work describes first the bookkeeping 
necessary to record the mining and disposal of the coal ; the next 
sections treat of Purchases, Stores, and Costs, with special reference to 
Depreciation ; and a later chapter deals with several matters which 
are incidental, though not essential, to almost every Colliery business — 
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such as the ownership of Dep6ts and Washers, Railway Wagons and 
Sidings, and Workmen's Houses. Special attention has been directed 
to the question of Depreciation, and to modern methods of recording 
and tabulating Mining Costs. 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

COMPANIES ACT, 1907. 

(40 pp., 8vo.) By F. W. Le Blount Lean, F.C.A. A Classified 
Abridgment of the principal provisions affecting Directors, Secretaries, 
and Auditors. 

1/- net. Post free U.K. and Abroad, 1/1. 

COMPANIES ACTS. THE DUTIES OF AUDITORS 
UNDER THE. 

(66 pp., 8vo.) A Series of Articles reprinted from The Accountant. 

1/- net. Post free U.K. and Abroad, 1/2. 

COMPANIES (CONSOLIDATION) ACT, 1908, A 

PRACTICAL INDEX TO THE. 

(60 pp., 4to.) By A. Binnie, F.C.A., C.A. This very complete 
Index is a Key to the contents of the 296 Sections into which 
the igo8 Act is divided. The details given as to the Statutory 
Duties cast upon Auditors, Directors, Liquidators, Receivers, 
Secretaries, and others ; the Penalties incurred by neglect of same ; 
the Rights of Creditors and Members; the Liabilities of Contribu- 
tories ; the requirements as to Prospectuses ; and the many Returns 
to be filed with the Registrar, illustrate the practical nature of the 
contents. 3/6 net. Post free U.K. and Abroad, 3/8. 

Also issued bound up with a King's Printers' copy of the Act. 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

COMPANY LAW. 

{76 pp., Svo.) By W. R. Willson, Barrister-at-Law. Deals with 
the Acts of 1900 and 1907 in a systematic manner. 

1/6 net. Post free U.K. and Abroad, 1/8. 
*,* New Edition in the Press. 

COMPANY (PRIVATE LIMITED). 

{See Promotion and Accounts of a Private Limited Company, 

P- 36.) 

COMPANY (PUBLIC LIMITED). 

(See Promotion and Accounts of a Public Limited Company, 

P- 36.) 

COMPANY SECRETARIES' BOOKKEEPING. 

{See Bookkeeping for Company Secretaries, p. iz.) 

COMPANY SECRETARY, THE. 

(6th Ed., 468 pp., foolscap folio.) By W. H. Fox. Completely 
re-written and revised under the Companies (Consolidation) Act, 1908. 
This important Work contains a full description of the Duties of a 
Company Secretary, together with an Appendix of 350 pages of Forms 
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and Precedents used from the Formation of a Conjpany to its 
Winding-up. Each Form is filled in as it would be in actual use, 
and the result^ is a compendium of valuable information that entitles 
the book to rank as the Standard Work on Company procedure. 
The duties of the Company Secretary are fully explained in the 
letterpress portion, as also the use of the Forms in the Appendix. 
Every Form that can possibly be required finds a place. This Edition 
contains various Forms, &c., required in the Winding-up of Companies 
and also in connection with the Companies (Consolidation) Act, 1908. > 
Net price (post free U.K.) 25/- ; Abroad, 26/6. 

COMPANY WINDING-UP TIME TABLES. 

{See Bankruptcy and Company Time Tables, p. 10.) 

COMPENDIUM, ACCOUNTANT'S. 

(See Accountant's Compendium, p. 4.) 

COMPENSATION FOR MAN AND MAID. 

(115 pp., 8vo.) By Oscar IW. Wihl, B.A., LL.B. A full expla- 
nation of the Workmen's Compensation Act, 1906, with Tables 
and special chapters on Industrial Diseases, Seamen, and Domestic 
Service, together with the text of the Act briefly annotated. 

2/- net. Post free U.K. 2/3; Abroad, 2/4. 

CONTRACT, CHART OF THE LAW OF. 

Compiled by Robert W. l4olland, M.Sc, LL.B., and R, C. 
Reynolds, A.C.i.S. 6d. net. Post free U.K. and Abroad, 7d. 

CO-OPERATIVE SOCIETIES' ACCOUNTS. 

(Vol. VI of "The AcconNTANTs' Library " Series, q.v.) (126 pp., 
8vo.) By F. H. Sugden. Synopsis: — Distributive Societies' 
Accounts — Shares, &c. — Small Savings (Penny Bank) Accounts 
— Cash Account — Trade Account — Productive Societies' Accounts 
— Shares, &c. — Manufacturing Department — The Audit — General 
Considerations — ^Auditing — Systems of Check. (The Book, Eccles, 
Climax, and Leakage Systems are succinctly treated, the various 
forms being given, as far as possible, in extenso.) 

5/- net. Post free U.K. 5/3 ; Abroad, 5/4. 

COST ACCOUNTS. 

(2nd Ed., i28pp.,8vo.) By L. Whittem Hawkins, Chartered Account- 
ant. An explanation of Principles and a Guide to Practice. Deals in a 
general way with the subject of Manufacturers' Cost Accounts. 
Summary of Contents : — Introduction — Direct Wages in the Cost 
Accounts — Wages in the General Accounts— Materials in the Cost 
Accounts— Materials in the General Accounts — Chargeable Expenses — 
The relationship between the Cost Accounts and the General Accounts 

Indirect Charges and Oncost — How to Charge Oncost — Credits to Job 

Accounts — Completed Contracts and Sales in the General Accounts — 
Finished Stock in the Cost Accounts — The relationship between the Cost 
Accounts and the General Accounts further considered — Diagram illus- 
trating the Double-entry Principle of the Cost Accounts and their 
relationship to the corresponding portions of the General Accounts — 
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Closing the Cost Ledger — Comparing the Cost Accounts and the General 
Accounts — Stores Accounts — Further consideration of Materials — 
Further consideration of Oncost— Patterns, Designs, Moulds, &c. — 
Some Special Features — The Cost Ledger and Journal (some details) — 
Forms and Appendix. 

5/- net. Tost free U.K. 5/4 ; Abroad, 5/S. 

COST ACCOUNTS FOR SMALL MANUFACTURERS 

(56 pp., 8vo.) By M. Webster Jenkinson, Chartered Accountant. 
A useful treatise containing numerous pro formd Accounts. 

1/. net. Post free U.K. and Abroad, 1/2. 

COST ACCOUNTS, WITH SPECIAL REFERENCE TO 

THOSE OF AN ENGINEER AND IRONFOUNDER 

(2nd Ed., 125 pp., 8vo.) By J. W. Best, F.C.A. The title denotes 
"specialisation," rather than " geheralisation, " but as similar principles 
have to be applied to all " Cost " Accounts, whatever the nature of the 
business, the book will be found useful not only to those associated 
with Engineering and Ironfounding, but also to Practitioners, Students, 
and all who are interested in, or who may be called upon to design or 
carry out a system of Cost Accounts in connection with any other 
business. Since the ist Edition was written, Loose-Leaf Ledgers and 
Card Systems have proved to be useful in certain cases, and a special 
chapter has been added on the Card System generally and as applied 
to Engineering and Foundry Costs. 

5/- net. Post free U.K. 5/4 ; Abroad 5/». 

COST ACCOUNTS, MULTIPLE. 

(Vol. XLII of " The Accountants' Library " Series, q.v.) (104 pp., 
8vo.) By H. Stanley Gappy, Chartered Accountant. This work 
illustrated with numerous fro formA Accounts and Charts, deals 
with the special Cost Accounts applicable to undertakings where a 
number of Products are involved bearing little or no apparent relation 
to each other in cost or selling price — such as Engineering specialities. 
Cycles, Hosiery, Boots, Furniture, Agricultural Implements — in which 
standardisation in parts is carried to a high degree of specialisation in 
manufacturing. Synopsis : Introductory— Organisation — Manufacturing 
Account — Purchases — Wages — Indirect Expenses — Stock — Depart- 
mental Units — Periodical Returns — Sale Units — Factory Units — Con- 
clusion^Diagrams. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

COST ACCOUNTS, PROCESS. 

(Vol. XLIX of " The Accountants' Library " Series, q.v.) (170 pp., 
8vo.) By H. Stanley Gappy, Chartered Accountant. The System 
of Costing described is applicable to Chemical Industries, Food 
Products, &c., in which conversion of material takes place, and there 
are principal and by-products, such as Farmers, Fellmongers, &c., and 
embodies an explanation and risume of technical data which cannot fail 
to be of invaluable service to the Student of Process Accounting. 
Summary of Contents : — Division I. Technical and Process Data : 
Technical Data — Raw Material — Measurement of Solids — Liquids — 
Gases — Liquid Processes — Useful Tables. Division II. Cost Grouping. 
Division III. Economics of Cost : Transportation of Material — Standard 
of Output — Stocks and Stocktaking — Steam-Power and Coal — Deprecia- 
tion of Plant in Chemical Industries — Diagrams and Charts — Periodical 
and Statistical Returns — Index. 

5/- net Post free U.K. 5/4 ; Abroad, 5/5. 
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COST ACCOUNTS, SINGLE. 

(Vol. XLVII of "The Accountants' Library" Series, q.v.) {150 
pp., 8vo.) By G. A. Mitchell, Incorporated Accountant. This 
volume deals with undertakings possessing a natural unit of cost 
and measurement, such as Maltings, Breweries, Collieries, &c. The 
work, written on unconventional and up-to-date lines, consists of Six 
Sections, and includes many useful pro formd Balance Sheets, Manu- 
facturing Accounts (showing " volume " of Output), Trading Accounts, 
Cost Sheets, Estimates, &c. I. Malting Accounts and Season's 
Estimates or forecast fully worked out and reconciled ; Stock Checks, 
&c. — II. Engineering Business with a Standardised Output. — III. Brew- 
ing Accounts and Costings agreed with Consumption and Production 
records. — IV. Colliery Working Accounts and Weekly Cost Sheets 
adjusted. — V. Stocktaking ; Principles underlying the Correct Survey 
and Valuation of Stocks. — VI. Card and Loose-leaf Records compared 
with book-recorded data. The systems outlined, whilst retaining 
thoroughness and efficiency in all essentials, are practical and inexpen- 
sive in their introduction and day-to-day working. 

5/- net. Post free U.K. 5/4 ; Abroad 5/5. 

COST ACCOUNTS, TERMINAL. 

(Vol. XL VI of " The Accodntants' Library" Series, y.i;.) (66pp., 
8vo.) By A. G. NIsbet, Chartered Accountant. This volume 
deals with a system of Costing suitable for undertakings where 
definite Contracts are entered into in which the Costing is definite and 
terminating, such as Constructional Engineers, Builders, Contractors, 
Bridge Builders, Shipbuilders, &c. Synopsis: Introduction— Proce- 
dure on Receipt of Orders— Method of Charging-up Labour— Shop 
Expenses and Establishment Charges— Cost Sheets and their relation 
to the Manufacturing Account — The Premium System of Remuneration 
to Workmen— Index. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

COST OF PRODUCTION. 

(98 pp., 8vo.) By John A. Wild. An Explanation of Principles, 
and a Guide to Practice, for the Printing and Allied Trades, with 
an Appendix of Thirty-eight Forms. Summary of Contents:— 
Introduction— The Basic Factor — Departmentalisation Essential — 
Stocks and Stocktaking— Ascertaining Production— The Analysis of 
Wages— Consumption of Stores — Ascertaining Departmental Cost — 
The Analysis of Expenses— Recovering Working Expenses — Ascer- 
taining Job Cost— Management from Cost Records— The Selling Price 
—Conclusion — Appendix. 

Net price (post free U.K.) 10/6 ; Abroad, 10/10. 

COSTINGS, BOOT AND SHOE. 

{See Boot and Shoe Costings, p. 13) 

COSTS, FACTORY ORGANISATION AND. 

(II in by 8* in., 420 pp.) By J. Lee Nicholson, C.P.A. A complete 
treatise on the subject, written not only from a standpoint of theory but 
also from practical experience. Synopsis :-Organisation and Cost 
Finding— Wage Systems— Analysis of Cost Accountmg— Distribution 
of Indirect Expenses— General Introduction to Forms and Systems 
—General Introduction to Designs.and Explanations— Purchase Requi- 
sitions-Purchase Orders - Report of Material Received-Stock 
Record: Raw Material-Production Order-Material Requisition- 
Time Tickets— Pay Roll and Distribution Sheets-Production Reports 
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— Stock Records : Finished Product — Cost Records — Defective Work 
Report — Statement of Factory Expenditures — Operating Ledger — 
Billing System : Sales : Credit Certificate — Register of Sales and Costs 
— Accounts Payable Vouchers — Register of Accounts Payable — Check 
Voucher — Cash Systems — General Forms — Drawing, Pattern, and 
Equipment Records — Inventory of Material Forms — Sales Report and 
Analysis — Monthly Report relative to Financial Status and Earnings — 
Estimated Cost System — Departmental Cost System — Special Order 
System — Product System. Mechanical Ofi&ce Appliances (Calculating 
and Computing Machines — Adding and Listing Machines — Multigraph 
and Mimeograph — Addressing Machines — Time Clocks — Time Stamps 
— Wage Tables, Check Stamps, Phonograph, Counting Machines — 
Filing and Loose-Leaf Devices). 

Net price (post free U.K.) 25/- ; Abroad, 26/8, 

COTTON SPINNERS' ACCOUNTS. 

(Vol. XXXIX of "The Accountants' Library" Series, q.v.) (150 
pp., 8vo.) By Wnri. Moss, F.C.A. This book describes a 
complete system of Accounts for a Cotton Mill. It gives a 
list of the whole of the books, and separately describes the use of each. 
The statutory books of a Limited Company, the principal and 
subsidiary books of account, the books relating to internal management, 
and those relating to the Directors' supervision, are all dealt with. 
A complete set of pro formd Accounts is given, fully written up, 
with specimen entries. 

5/- net. Post free U.K., 5/4 ; Abroad, 5/5. 

CURRENCY (FLUCTUATING), TREATMENT OF, IN 
ACCOUNTS. 

(Ste Treatment of Fluctuating Currency in Accounts, p. 40.) 

DAIRY ACCOUNTS. 

(Vol. XXXIII of "The AcconNTANTs' Library" Series, q.v.) (120 
pp., 8vo.) By F. Rowland, A.C.A. The Complete System of 
Accounting is clearly and fully described, and facsimiles of all 
the Books and Forms recommended are given. Synopsis : — Intro- 
duction — The various Books of Accounts — Stock Books — Order 
Book — Cash Books — Ledgers, &c. — The Accounts as applied to a 
Firm with Retail Shops and Branches, or to a Limited Company — 
The Books and Accounts for Small Dairymen possessing one Establish- 
ment only — Statutory Enactments relating to Dairies — Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

DEEDS OF ARRANGEMENT. 

(220 pp., 8vo.) By D. P. Davies, F.S.A.A. A Practical Manual 
for the use of Trustees. The fact that no other book exists dealing 
with Deeds of Assignment from an administrative point of view has 
led the Author to embody here the results of nearly twenty years' 
active insolvency experience. Special attention has been given to the 
requirements of Trustees, and all points, legal and otherwise, likely to 
arise in the administration of an estate are dealt with. Where cases 
are reported in The Accountant Law Reports, special reference is made 
thereto, for the convenience of Accountants. The following matters are 
dealt with : — Deeds of Arrangement Generally — The Contents of a Deed 
of Assignment — Deeds of Composition — Deeds of Inspectorship and 
Letters of Licence— Registration— Assents — The Trustee— Acts of 
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Bankruptcy — Preferential Creditors — The Avoidance of Deeds — Private 
Arrangements — The Realisation and Distribution of Assets — The 
Administration of Partnership Estates in Bankruptcy — Investigations 
and Meetings of Creditors — with an Appendix of Acts and Forms. 

Net price (post free U.K.) 8/- ; Abroad, 8/6. 

DEPRECIATION, RESERVES, AND RESERVE FUNDS. 

(Vol. XXVI of "The Accountants' Library" Series, q.v.) (3rd Ed., 
90 pp., 8vo.) By U. R. Dicksee, M.Com., F.C.A. Deals fully 
with the following matters : — The Importance of Depreciation — 
Methods of Providing for Depreciation — Depreciation of Freeholds — 
Depreciation of Leaseholds — Depreciation of Plant and Machinery — 
Depreciation of Loose Tools, &c.:— Depreciation of Patents, Copy- 
rights, and Goodwill — Reserves, Secret Reserves — Reserve Funds — 
Sinking Funds — The Double-Account System — Local Authorities and 
Depreciation. It has been carefully revised, and is the most complete 
work of its kind. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

DEPRECIATION TABLES. 

(2nd Ed., 34 pp., 8vo.) By L. R. Dicksee, M.Com., F.C.A. The 

tables are worked out (a) on the original cost, and (6) on the 
reducing balances to the close of the 25th year. The unit adopted has 
been /'i.ooo, and the calculations are worked to the nearest penny at 
the following rates per cent, i, j., 2j, 3, 5, 6, Ji, 10, 12J, 15, 174, 20, 
25,30,334. 1/- net. Post free U.K. and Abroad, 1/2. 

DIARIES, ACCOUNTANTS'. 

(See Accountants' Diaries, p. 5.) 

DRAPERS,' DRESSMAKERS,' AND MILLINERS' 
ACCOUNTS. 

(Vol. XXXI of "The Accoontants' Library" Series, q.v.) (2nd 
Ed., 140 pp., 8vo.) By G. H. Richardsjon, Incorporated Accountant 
This important and successful work, dealing fully with the different 
methods applicable to Drapery Accounts, has been thoroughly 
revised and partly re-written so as to include the latest developments 
in Counting House organisation ; it comprises a detailed description 
of the use of Cash Registers, Pneumatic Tube and Carrier Systems, 
Slip Systems, Itemised Monthly Account System, Card and Loose- 
Leaf Ledgers, Departmental Accounts, Workroom Accounts including 
Cost Card System, and last, but not least, a valuable chapter on 
Statistical Returns with numerous rulings. The book deals fully 
with the following matters, to each of which a chapter is devoted : — 
General Principles— The Acquisition of a Business— Opening Entries 
—Cash Sales— Credit Sales— Returns, Appro., and Despatch— Sales 

Ledgers Purchases — Expense Accounts — Cash and fro formd Set of 

Accounts— Postal or Mail Order Work— Dressmakers,' &c.. Workroom 
Accounts— Wholesale System— Statistical Returns. 

3/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

EARLY STAGES OF PREPARATION FOR THE 
ACCOUNTANCY PAPERS OF THE INTER- 
MEDIATE EXAMINATION. 

(100 pp., 8vo.) By A. E. Cutforth, A.C.A. The subjects dealt 
with in this book are those on which questions have been most 
frequently set in past Examinations. Each subject has been explained 
as clearly as possible by the aid of the working out of simple 
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Examples. At the end of each chapter are given Questions which have 
been set in the past, the Answers to which are covered by the information 
given in the chapter. The following is a summary of the contents : — 
The Cash Book — Self-Balancing Ledgers — Opening Entries of Joint 
Stock Companies' Books — Depreciation — Some Points in Partnership 
Accounts — Executorship Accounts — Goods on Sale or Return — Con- 
signment Accounts — Bills of Exchange — The Double-Account System — 
Statements of Affairs and Deficiency Accounts — Minimum Rent 
Accounts — Cost Accounts — Some Notes on Goodwill — Some Notes on 
Stock- in-Trade — The Companies Act, 1900, re Auditors — Some Notes 
on Income-Tax — Forms of Books — Hints on "Tackling" Examination 
Papers. 2/6 net. Post free U.K. and Abroad, 2/9. 

ELECTRIC LIGHTING ACCOUNTS. 

(Vol. XXIX of "The Accodntants' Library" Series, y.w.) (2nd Ed., 
188 pp., 8vo.) By G. Johnson, F.S.S., F.C.I. S. This work deals 
fully with the Accounts of Electric Lighting Companies. Synopsis: — 
Introduction — Income and Expenditure — Costs and Charges — Purchase, 
Storage, and Record of Stores and Materials — Invoices — Inward 
Accounts Book — Allocation of Stores and Materials Issued — Stock- 
taking — Wages — Salaries — Other Books of Account — Statements 
for Directors — Depreciation and Renewals^Complete Set oi pro formd 
Transactions : Balance Sheet for Opening Entries ; Journal ; Cash 
Transactions ; Ledger ; Trial Balance ; Revenue Account ; Balance 
Sheet — Auditors' Certificates (Company's and Board of Trade) — 
Accounts set out in Board of Trade form — Income Tax — Audit — 
Power Supply Companies — Company Books — Insurances — Appendix — 
Factory and Workshops Act, 1901 — Index. 

Net price (post free U.K.) 7/6 ; Abroad, 8/- 

ENGINEERS' AND SHIPBUILDERS' ACCOUNTS. , 

(Vol. XIV of "The Accountants' Library" Series, q.v.) (and Ed., 
I2opp.,8vo.) By F. G. Burton, Incorporated Accountant. Describes 
the System of Bookkeeping adapted for Engineering Factories 
and Shipyards. Synopsis : — Introductory — The Special require- 
ments and difficulties of such Accounts — Materials and Stores — 
Purchases and Stores Received and Issued Books and Ledger — Stores 
Credit Accounts — Salaries and Wages — Wages Book for Day Wages 
and Piece Work — Allocation of Wages — Manufactured Goods and 
Contracts — Large Contracts — Fixed Price Sales — Machinery for Stock 
purposes — Day and Warehouse Books— Credits to Customers — Cash 
Book, Depreciation, Establishment Charges, and Sundry Nominal 
Accounts — Ledger, Trade Account, Balance Sheet, and Audit — 
Examples of various Accounts employed — Cost Accounts — Con- 
sideration of different Methods of keeping Costs, and Examples of the 
threefold form recommended. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

ERRORS IN BALANCING. 

(3rd Ed. , 32 pp., 8vd.) A concise handbook dealing with the more usual 
causes of differences in Trial Balances and the methods of their 
detection. Summary of contents i^Preliminary — Importance of 
Subject to Accountants — Systems for Localising Errors — Causes of 
Specific Errors — Figures Badly Placed — Indistinct Figures — Errors in 
Copying Figures — Classes of Errors — Complex Errors — Errors of 
Advancement — List of First Series of Errors of Advancement — List 
second do. — List third do.^List fourth do. — Errors of Transposition — 
Errors ;^ioo and upwards — Errors ^1,000 and upwards — 'Transposi- 
tions of Three Figures — Conclusion. (Reprinted from articles that 
have appeared in The Accountant). 

^|- net. Post free U.K and Abroad. 1/2. 
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EXAMINATION GUIDES. 

Intepmediate Guide (196 pp.. 8vo) ; Final Guide (327 pp., 8vo) 
By John G. Nixon, Juni*., A.C.A. These books are compilations ot 
the Questions (only) set at the Intermediate and Final Examinations 
of the Institute, of Chartered Accountants, from December 1893 to 
June 1903, inclusive. The Questions are arranged, according to 
subject, in alphabetical order. The Intermediate Guide contains a 
total of 776 Questions, and the Final Guide 1,157 Questions. 

Intepmediate Guide, 3/6 net. Post free U.K. 3/9 ; Abroad, 4/- 
Final Guide, 5/- net. Post free U.K. 5/4 ; Abroad, 5/7. 

EXAMINATION QUESTIONS AND ANSWERS 

to the Examinations of the Institute of Chaptered Account- 
ants. (About 170 pp., 8vo.) Issued in June and December each year. 
First issued in 1884. These Answers are designed to give the 
fullest and most reliable information on each question asked, and 
are compiled vfith a view to lasting reference. Each part contains the 
answers to the Intermediate and Final Examinations. Back parts 
dating from December 1884 can be obtained. They can also be had 
bound up in volumes of four parts with index, under the title of " The 
Accountants' IWanuai " (?•"■) 1/6 net. PostfreeU.K. or Abroad,1/7. 

Subscription, per annum, post free 3/- 
(The subscription includes two parts and the index issued biennially.) 

EXAMINATIONS, CHARTERED ACCOUNTANTS', 
HOW TO PREPARE FOR 

(3rd Ed., 24 pp., 8vo.) By J. A. Caplill, A.C.A. A Pamphlet. 

1/6 net. Post free U.K. and Abroad, 1/7. 

EXAMINATIONS, PREPARATION FOR. 

{See Eaply Stages of Preparation, Ac, p. ai. 
EXAMINATIONS, THE MONTH BEFORE THE. 

(40 pp., 8 in. by sj in.) By A. E. Cutfopth, A.C.A. A collection 
in convenient pocket-book form of those portions of each subject 
which are most difi&cult to retain in the memory. Synopsis: — 
Arbitrations and Awards— Bankruptcy— Company Law — Executorship 
Law — Mercantile Law (including Agency, Bailments, Contracts, Lien, 
Shipping, Negotiable Instruments, Sale of Goods, Suretyship and 
Guarantees)— Partnership Law. 

1/6 net. Post free U.K. and Abroad, 1/7. 

EXAMINATIONS, THE INSTITUTE, AND HINTS TO 
ACCOUNTANCY EXAMINEES. 

(80 pp Demy 8vo, limp cloth.) By Rogep N. Captep, IW.Com., 

FCA. Revised Reprints of Papers read by the Author before 
various Chartered Accountants Students' Societies in 1910 and 1911. 
In response to numerous requests, these lectures have been 
revised and enlarged for general circulation. It is hoped that they will 
be of assistance to examination candidates in reaching obscure pomts 
and in investing their reading with more interest. Synopsis : The 
Institute Examinations— Introduction— Bookkeeping— Auditing— Part- 
nership— Executorship— Bankruptcy— Deeds of Arrangement— Com- 
panies— Receivers— Mercantile Law— Agency— Bills of Exchange- 
Guarantees- Gaming Contracts— Restraint of Trade— Sale of Goods- 
General Contracts— Hints to Accountancy Examinees. 

Price 2/-. Post free, U.K. and Abroad. 2/2. 
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EXAM. ROOM PROBLEMS. 

(30 pp., 8J in. by 4I in.), -with suggestions for their solution. In 
this pampnlet the following points have been selected for full treat- 
ment: — Introduction — Exam. Room Equipment — Order of Working 
out Answers — Style of Written Answers on Lengthy Topics — Detailed 
Bookkeeping Answers — Tackling a Trial Balance — Profit and Loss 
Account Preparation — Balance Sheet Preparation — Answers to Legal 
Questions — The "Shortness of Time" Complaint — Revision of Work. 
1/- net. Post free U.K. and Abroad, 1/1 . 

EXECUTORS, BOOKKEEPING FOR. 

{See Bookkeeping for Executors, p. iz.) 

EXECUTORS', ADMINISTRATORS', AND TRUSTEES' 
RECORD. 

(67 pp., foolscap.) By Chas. Jarvls Collier, Chartered Accountant. 
This volume, which is strongly -bound in half calf, is designed to 
assist trustees to keep a record of their transactions. For small and 
medium-sized estates it provides all that is necessary to enable a readily 
intelligible and permanent record to be kept. 

Net price (post free U.K.) 10/6 ; Abroad, 11/- 

EXECUTORSHIP ACCOUNTS. 

(3rd Ed., 82 pp., 8vo.) By O. H. Caldicott, F.C.A. Contains a 
complete set of Trust Accounts, with Explanatory Text. 

, 3/6 net. Post free U.K. and Abroad, 3/9. 

EXECUTORSHIP ACCOUNTS, STUDENTS' GUIDE TO. 

(2nd Ed., 240 pp., 8vo.) By R. N. Carter, M. Com., F.C.A. A com- 
plete Guide to Executorship Accounts, with a Summary of the principal 
points of the Law and numerous pro formd Accounts. Synopsis : — 
Definition of Terms — Summary of the Law relating to Wills, 
Executors, and Administrators (comprising the Office of an 
Executor, Probate, Administrations, The Getting in and Distribution 
of the Estate, Legacies, Realty and Personalty, Apportionment, 
Investments, The Rule in Howe v. Lord Dartmouth, Carrying on the 
Testator's Business, The Distribution of the Estate of an Intestate, 
Responsibilities of Trustees) — Payment of Probate or Estate Duty — 
Payment of Legacy or Succession Duty — Specimen Questions and 
Answers — The Audit of Trust Accounts — Capital and Income, amplified 
reprint of articles written for The Accountant — Example of an Intestacy 
— Example of a Legacy in Trust — Acts and Rules — Pro formd 
Accounts. Net price (post free U.K.) 6/- ; Abroad, 6/5. 

EXPENSES BOOK, FOR SOLICITORS, AUCTIONEERS, 

ACCOUNTANTS, &c. 

(Foolscap folio, 120 openings.) (Copyright— Registered No. 593,821.) 
By Edward J.Tubbs, Chartered Accountant, This book will prove 
useful to all professional men, whatever the size of their practice, A 
special feature of the Book is the introduction of the Invoice Column ; 
by this means all the expenses of the business, whether paid by cheque 
or in cash, can not only be readily classified in the one book, but also a 
proper check is had upon all the accounts owing by the business. 
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This book is a combination of the Expenses Journal and Petty Cash 
Book, which, of course, in the case of a large firm can be easily 
separated if desired, but the present book is very useful for any 
average-sized firm. 

Price 8/6 net post free U.K. ; 9/6 post free Abroad. 

FACTORY ACCOUNTS. 

(6th Ed., 300 pp., 8vo.) By E. Gapcke and J. lUI. Fells. A Hand- 
book for Accountants and Manufacturers, with Appendices on the 
Nomenclature of Machine details ; The Income Tax Acts ; The Rating 
of Factories ; Fire and Boiler Insurance, &c., including also a 
Glossary of Terms and a large number of specimen rulings. In view of 
the continuous demand for this work, the authors have taken the 
opportunity presented by a further edition of adding to and re-arranging 
the chapters it previously contamed. The changes that have taken 
place in methods of production, &c., have rendered it desir- 
able to deal in greater detail than hitherto with the apportion- 
ment of machinery charges. Synopsis:— Chapter 1, Introductory — 
Chapter 2, Labour — Chapter 3, Stores— Chapter 4, Prime Cost and 
the Cost Ledger — Chapter 5, Indirect or Incidental Expenses and 
their Allocation — Chapter 6, Fixed Capital and Depreciation — 
Chapter 7, Machinery Use— Chapter 8, Stock -Chapter 9, Surveys- 
Chapter 10, Subsidiary Books — Chapter 11, Methods of Remunerating 
Labour — Appendices — Glossary^Index — Table of 57 Specimen Rul- 
ings — Diagram i, The Assimilation of Wages and Commercial 
Books— Diagram 2, Assimilation of Stores and Commercial Books- 
Diagrams 3 and 4, The Assimilation of Cost and Commercial Books- 
Diagram 5, The Assimilation of Stock and Commercial Books. 

6/- net. Post free U.K., 6/4 ; Abroad, 6/9. 

FACTORY ORGANISATION AND COST ACCOUNTS. 

(See Cost Accounts, pp. 17-19.) 

FISHING INDUSTRY ACCOUNTS. 

(Vol. XX of "The Accountants' Library" Series, q.v.) (80 pp., 
8vo.) By Charles Williamson, M.A., C.A. This Volume 
deals at length with the Accounts of Steam Fishing Boats, Fish 
Salesmen, Fish Merchants, and Fish Curers, and describes the 
various necessary books. The system advocated is illustrated by full 
pro forma rulings, and will be found complete in every way. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

FORMS OF ACCOUNT BOOKS. 

(loo pp., 8vo.) By J. G. Johnston, C.A. Synopsis: — Parti. — 
Forms of Books for Manufacturing Businesses. Part II. — Forms 
of Books for Retail Businesses Part III. — Fornis of Books for the 
use of Solicitors and Law Agents. Part IV. — Forms of Books for 
the use of Stockbrokers. Part V. — Forms of Housekeeping Books. 
Part VI. — Form of Investment Register and Calendar of Income. 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/10. 

FRAUD IN ACCOUNTS. 

(Vol. XXX of "The Accodntants' Library " Series, q.v.) (2nd Ed., 
100 pp., 8vo.) Deals with the Methods of circumventing Frauds on 
the part of both Employees and Directors, and shows how they 
may be detected at an early date — The Functions and Limitations of 
an Audit — Systems of Internal Check — Motives and Methods of Fraud 
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— Specific Instances of Fraud : Misappropriations of Money — Specific 
Instances of Fraud not involving the Misappropriation of Money — 
Specific Instances of Fraud : Falsifications of Directbrs and Proprietors 
—Appendix. 3/6 net. Post free U.K. 3/9 ; Abroad. 3/10. 

FRIENDLY SOCIETIES' ACCOUNTS AND STATISTICS. 

(48 pp., 8vo.) By V. Marr, F.F.A., F.I. A. A Pamphlet. 
Synopsis : — Classes of Friendly Societies — Regulations as to Accounts — 
Audits — Public Auditors — Statistical Tables — Annual Return— Card 
Register — Sickness Aliment — Tabulation of Statistics — Funeral Benefits 
— Contributions — Management Expenses — Investments — Use of Cards 
— Journal Entries — Appendix. 

1/- net. Post free U.K. and Abroad, 1/1. 

FRIENDLY SOCIETIES' AND TRADES UNIONS' 

ACCOUNTS. 

(Vol. XXVIII of "The Accoontants' Library" Series, q.v. 
(160 pp., 8vo.) By E. Fupnival Jones, A.S.A.A. A concise- 
and practical system of Account-keeping — sufficiently comprehensive - 
for the needs of a large centralised Association, and at the same 
time easily adjustable to the liniited operations of the smallest Branch. 
Starting with the method of recording the receipt of Contributions from 
Members, the reader is taken step by step through the modes of paying 
Benefits and dealing with Investments, to the completion of the 
Quarterly or Yearly Accounts and Balance Sheet, and the Filing of 
Returns with the Chief Registrar. Many practical hints to the Auditor 
and Accountant are thrown out in the course of the work ; valuable 
suggestions are given for keeping proper Statistical Records, and the- 
nature and importance of the Actuarial Valuation are touched upon 
and explained. The following may be noted, among other special 
features of the book : Extracts from the Acts of Parliament relative to 
Accounts and Audit ; Specimen Forms of Account Books and Registers, 
specially suited to the needs of Friendly Societies ; Copies of Forms 
required to be filed with the Chief Registrar of Friendly Societies from 
time to time. 5/- net. Post free U.K. 5/4 j Abroad, 5/6. 

GAS ACCOUNTS. 

(Vol. VII of "The Accodntants' Library" Series, q.v.) (2nd 
Ed., 130 pp., 8vo.) This work deals fully with the accounts 
of all classes of Gas undertakings. Synopsis: Introduction, dealing 
with the constitution of Gas Companies, &c. — Sale of Gas and Collec- 
tion of Gas Rates — Fittings Accounts, and Prime Cost Accounts 
incidental thereto— Sale of Residual Products — General Ledger and full 
set of pro formd Accounts for one year — Statutory Form of Annual 
Accounts — Shares, Stock, and Debentures — Cost Accounts with pro 
formd Statement-Capital and Revenue Expenditure-Local Authorities as 
Ownersof Gasworks— Index. 5/-net. PostfreeU.K. 5/4 ; Abroad, 5/5. 

GAS COMPANIES' BOOKKEEPING. 

(240 pp., 4to.) By J. H. Brearley and B. Taylor. A practical' 
treatise. A full description is given, with illustrations, of all the 
Books and Forms. The Frontispiece, a concise Chart, shows at a glance 
the linking together of the respective books. A complete set of transac- 
tions is worked out, and from these a Model Balance Sheet and' 
Statement of Accounts is compiled. 

. Net price (post free U.K.) 12/6 ; Abroad, 13/6. 
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GOODWILL. 

(3rd Ed., 176 pp., 8vo.) By L. R. Dicksee, M.Com., F.C.A., 
and F. Tillyard, M.A., Barrister-at-Law. The subject of Good- 
will, its treatment in Accounts and the Law relating thereto, is 
fully dealt with. Synopsis :^The Connection between Goodwill 
and Trade Names and Trade Marks— The Nature of Trade Names and 
their Protection— Trade Marks and their Protection— The Nature of 
Goodwill— The Assignment of Goodwill— Partnership and Goodwill- 
Goodwill and Accounts— The Valuation of Goodwill— The Fluctuations 
of Goodwill— The Purchase of Goodwill— Goodwill in Partnership 
Accounts— Goodwill in Companies' Accounts— Text of the Trade Marks 
Act, 1905— Common Form Clauses relating to Goodwill. 

Net price (post free U.K.) 5/6 ; Abroad, 5/1 0. 

GRAIN, FLOUR, HAY, AND SEED MERCHANTS' 

ACCOUNTS. 

(Vol. X of "The Accountants' Library" Series, q.v.) (112 pp., 
8vo.) By G. Johnson, F.S.S., F.C.I.S. Describes a complete 
system of Bookkeeping for Grain, Flour, Hay, and Seed Merchants, 
with numerous Forms and a set of fro formd Accounts, with 
Specimen Entries and a Glossary, of Trade Terras and Abbre- 
viations. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/1 0. 

GROCERS' BOOKKEEPING. 

(48 pp., 8vo.) By IW. Webster Jenkinson, Chartered Accountant. 
A System of Bookkeeping suitable for Grocers and other Retail 
Tradesmen, with specimen Forms of Accounts. 

1/- net. Post free U.K. and Abroad, 1/2. 

HIRE PURCHASE ACCOUNTS. 

(48 pp., 8vo.) By G. Johnson, F.S.S., F.C.I.S. A short treatise on 
the Bookkeeping, Accounts, and Calculations relating to the Hire- 
Purchase Wagon Trade and Colliery Royalties, and Wayleaves. 

1/6 net. Post free U.K. and Abroad, 1/8. 

HISTORY OF ACCOUNTANTS AND ACCOUNTANCY, 

A SHORT. 

(254 pp., 8vo.) By Arthur H. Woolf. M.A., Barrister-at-Law. 
The aim of this bocjk is to present, in a small compass, the History and 
Development of Accountancy from the earliest times to the present day. 
In the Introduction, the Author regards and treats Accountancy as an 
important chapter in the history of civilisation, and shows that Book- 
keeping and Accounting have followed the progress and development of 
the human race. The book is divided into four parts. The first part 
deals with the " Development of Systems of Accounting." The writer 
describes in detail the methods employed in Egypt, Babylonia, and 
among other ancient nations, and also the accounting of the Greeks and 
Romans. The progress made in Accountancy methods during the 
Middle Ages is fully dealt with, and the system in vogue at the Old 
English Exchequer vividly described. In the second part the writer 
traces the history of Bookkeeping from the time of the publication of 
the first treatise on the subject in 1494 down to the nineteenth century. 
The third part' treats of the orjgin and progress of Auditing ; while in 
the last section the evolution of the " Prolessional Accountant " through 
various stages is carefully traced. The book concludes with a survey 
of the position of the Accountant at the present day. Important 
features of the book are the full Bibliography of works on Bookkeeping 
(up to the year 1800), and the very complete Index. 

Net Price (Post free U.K.) 7/6 ; Abroad, 8/2. 
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HOTEL ACCOUNTS. 

(Vol. XXXVII of "TheAccodntants' Library " Series,;.!/.) (and Ed. 
80 pp., 8vo.) By L. R. Dicksee, M.Com., F.C.A. A complete 
system of Bookkeeping for Hotels of all sizes is described. Synopsis : 
Introduction — Preliminary Records — Office — Nominal Ledger — Cellar 
and Bar — General Ledger — Kitchen and Stores — Internal Check and 
Audit — The "Simplex System" — Railway Hotels and Restaurants. 
There are 27 Forms, including forms of Interim Trading Account and 
Daily Cost Sheet. 3/6 net. Post free U.K. 3/'9 ; Abroad, 3/10. 

INCOME-TAX, Return for Assessment, Schedule D. 

(8 pp. 4to.) A Reprint of the Official Form (No. 11), with the 
"Notes, Explanations and Instructions." The Form is printed on 
good quality account book paper, and will be of use to Accountants 
and others, enabling them to keep complete copies of Returns made. 

Per Copy, 3d. net. Post free U.K. and abroad, 3Jd. 
Per dozen, 2/- net. Post free U.K. and abroad, 2/3 . 

INCOME-TAX ON EARNINGS. 

(4th Ed., 20 pp., 8vo.) By C. E. Isaacs. This is a simple 
Exposition of the Finance Act, 1907, so far as it relates to Income- 
tax on earned Income, together with the proposals for the year 1909 
affecting the subject. A Summary of all the important Income- 
tax provisions of the above-mentioned Act is included, together with 
Hints, Instructions, and Warnings to Taxpayers, which should be 
eminently useful to all who wish to avoid being overcharged. 

6d. net. Post free U.K. 7d. ; Abroad, 8d. 

INCOME-TAX PRACTICE, MURRAY AND CARTER'S 
GUIDE TO. 

(6th Ed., 590 pp., 8vo.) By the late A. Murray and R. N. Carter, 
Chartered Accountants. This standard work contains a Summary 
of the principal Enactments relating to Income-Tax, with notes 
of every reported case ; Instructions as to the preparation of Returns 
for Assessment and Accounts in support of Appeals on the ground 
of over-assessment ; also for claiming Exemption and Abatement ; 
and a Concise Popular Digest ot the Principal Legal Decisions on 
the Construction of the Acts for the use of Taxpayers. Synopsis : 
Table of Cases — Table of Statutes— History of the Income-Tax and 
Epitome of the principal Acts relating thereto — The Schedules under 
which Income-Tax is Charged — Schedules A, B, C, and E 
— Schedule D (Persons and Property Chargeable — Returns for 
Assessment — Appeals) — Rate of Reduction of Tax on Payment of 
Dividends, &c. — Exemptions and Abatements (General— Charities 
and Public Buildings — Relief to " Earned " Incomes) — Conclusion 
— Index. Net price (post free U.K.) 15/- ; Abroad, I5/IO. 

INCOME-TAX, SIMPLEX GUIDE TO. 

(2nd Ed., 90 pp., 8vo.) By R. N. Carter, M.Com., F.C.A. A Hand- 
book for business men. Synopsis : Taxation at the Source — The 
Schedules under which Income-Tax is Charged — What are Profits for 
Income-Tax Purposes — Cash Accounts and Profit and Loss Accounts — 
The Application of the Principle of Taxation at the Source — Preparing 
the Return — Change in a Business and the "Succession " Rule — The 
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General and Special Commissioners — Exemptions and Abatements — 
Claims for Repayment where the Income is derived from Investments 
— Claims for Repayment in respect of a Loss — New Businesses and 
Businesses Discontinued— Relief to " Earned " Incomes. 

2/6 net. Post free U.K. and Abroad, 2/9. 

INSTITUTE OF CHARTERED ACCOUNTANTS 
EXAMINATION QUESTIONS AND ANSWERS. 

(5;; Examination Questions and Answers, p. 23.) 

INSTITUTE OF CHARTERED ACCOUNTANTS— LIST 
OF MEMBERS. 

(Issued yearly.) 2/- net. Post free U.K. 2/3 ; Abroad, 2/6. 

INSURANCE AGENTS' ACCOUNTS. 

(45 pp. 8vo.) By A. H. Maclean, Chartered Accountant. Every 
Insurance Agent should possess a copy of this work. It is indispensable 
to the Agent who wants to keep a grip of his business. The book is 
divided into Two Parts — the First Part dealing with the recording of 
policies, etc. ; the Second Part dealing with the recording of monetary 
transactions. The whole system is quite simple and can easily be 
grasped and put into operation even by those having but little know- 
ledge of bookkeeping. The number of books and the entries in them 
have been kept down to the smallest possible limits. The system is 
peculiarly suitable for solicitors, accountants, estate agents, etc., as it 
can be adopted irrespective of the method of bookkeeping used for the 
other branches of the business, and will record many or few transactions 
equally well. The simplicity of the method renders information easy 
of access to anybody, even though they are unacquainted with the 
whole system. ^Particularly useful in an Expanding Business. 

2/6 net. Post free U.K. and Abroad, 2/9. 

INSURANCE COMPANIES' ACCOUNTS. 

(Vol. XXXVI of "The Accountants' Library" Series, q.v.} 
(200 pp., 8vo.) By E. A. Tyler, Incorporated Accountant. 
This work is the only book dealing exclusively with the subject of the 
Accounts of Insurance Companies as a whole. It discusses exhaustively 
the general principles underlying insurance accounts of every description, 
and treats in considerable detail of such important divisions of the 
business as : Life, Sickness, Fire, Accident, Burglary and Plate Glass, 
Employers' Liability. It shows amongst other things the proper 
treatment of Half-yearly and Quarterly Premiums, and outlines more 
than one system of dealing effectively with the many complications 
arising in connection with the payment of Overriding Commission. 
The general plan of the work is easy to follow ; the arrangement of 
detail is particularly clear ; and a very large number of forms, with 
specimen entries and a full index, make the volume by far the most 
complete work of reference obtainable on the subject of which it 
treats. Net price (post free U.K.) 10/6 ; Abroad, 11/- 

INTEREST TABLE. 

(2 pp., foolscap.) By C. Roberts. A Table for calculating interest 
on current accounts. Its especial usefulness lies in the fact that it is all 
contained in a single opening, and that much turning over of pages will 
be saved by its users. Mounted on stiff cloth boards, or on linen. 

2/- net. Post free U.K. and Abroad 2/2 J (boards) ; 2/1 (linen). 
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INVESTMENT AND LOAN SOCIETIES' ACCOUNTS. 

(io8 pp., 8vo.) By D. J. A. Brown and E. Thomas. Indicates 
clearly the guiding principles relating to the Formation and 
Management and to the Compilation and Audit of the Accounts. 
Contains chapters on the Objects and the Formation and Management 
of a Society, Income and Expenditure, the Books of Account, the 
Branch Accounts, the .Secretarial and Statistical Books, the Aud'* 
Rules, and a fully worked set of Accounts. 

5/- net. Post free U.K. and Abroad, 5/4. 

JEWELLERS' ACCOUNTS. 

(Vol. XXIIl of "The Accountants' Library'' Series, q.v.) (i8o 
pp., 8vo.) By Allen Edwards, F.C.A. Describing a complete 
System of Bookkeeping for Manufacturing, Retail, and Wholesale 
Jewellers, Diamond Merchants, Silversmiths, Electro Platers, 
Gilders, Watch Manufacturers, &c. A leading feature of the work 
is the showing how Gold, Silver, and Precious Stones can be 
checked and accounted for, in the various processes of manufacture, 
together with systems for checking Stocks. The prevention of Fraud, 
Embezzlement, and other avoidable loss is dealt with, and chapters 
upon Crossed Cheques, the giving of Credit, the Renewals of Customers' 
Bills, Bad Debts, Appro., Income Tax, and the Conversion of Private 
Businesses into Limited Companies, are also included. In addition, 
the ordinary books usually kept in a Trader's Office are clearly and 
concisely explained, the whole book being illustrated by upwards of 
fifty Forms, specially drawn up for the work. 

3/- net. Post free U.K. 5/4 : Abroad, 5/6 

JOINT TRANSACTIONS OF THE UNION OF 
CHARTERED ACCOUNTANT STUDENTS' 
SOCIETIES. 

{See Union, &c., p. 41.) 

LAUNDRY ACCOUNTS. 

(Vol. XXXVIII of« "The Accountants' Library" Series, q.v.) 
(124 pp., 8vo.) By F. J. LIvesey, F.C.A. A complete System 
of Bookkeeping for Laundries. Summary of Contents : Introduction 

— Subsidiary Books — Shorts — Hotel Work — Receiving Shops — 
Nominal and Private Ledgers — Weekly Return — Branch Accounts. 
There are fifty-one Forms, including Profit and Loss Account and 
Balance Sheets, and Weekly Return Sheet. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/»0. 

LEGAL TERMS, SOME. 

(50 pp., 7" X 4I".) By A Barrister. Introductory Lectures on 
Law for Accountant Students. Synopsis :^ — "Law" and "Equity" 

— " Common Law " and " Statute Law," " Codes " and 
"Codification" — "Property" and "Possession" — " Privity of Con- 
tract " and "Privity of Estate "—"Tort," "Crime," "Felony," 
" Misdemeanour," " Action," " Prosecution " — " The Courts of Law " 
— The Criminal Courts — The Civil Courts. 

1/- net. Post free U.K. and Abroad. 1/1. 
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LEXICON FOR TRUSTEES IN BANKRUPTCY, &c. 

(422 pp., 8vo.) By S. S. Dawson, M.Com., F.C.A. A 
Lexicon for the use of Trustees in Bankruptcy and under Deeds 
of Arrangement, and Liquidators of Companies. This work 
forms a ready and reliable book of reference for practitioners. The 
numerous Statutes and the Schedules thereto, the accumulation of 
Rules, Board of Trade Regulations, Orders, Directions, and the count- 
less Decisions of the Courts have necessarily formed the basis of the 
work, and these varied sources are referred to throughout the text. 

3/6 net. Post free U.K. 3/9 ; Abroad, 4/- 

LIMITED PARTNERSHIPS ACT, 1907. 

(70 pp., 8vo.) By D. P. Davles, F.S.A.A. Deals fully with 
the Limited Partnerships Act, 1907 ; some Continental and other 
Provisions relating to Limited Partnerships; the Relation between 
the Partnership Act, i8go, and the Limited Partnerships Act, 
1907. It contains the Rules, Forms, full text of the Limited Partner- 
ships Act, 1907, and of the Partnership Act, 1890, with an Index. 

1/6 net. Post free U.K. and Abroad, l/Tj. 

LIQUIDATORS. 

{See Trustees, Liquidators, and Receivers, p. 40.) 

LOCAL AUTHORITIES' ACCOUNTS, ORGANISATION 
AND AUDIT OF. 

(488 pp., 8vo.) By A. Collins, A.S.A.A. The only complete 
treatise on this important subject, incorporating the recommendations 
of the Departmental Committee on Municipal Accounts ; an 
exposition of up-to-date methods of financial control, collated 
from the most efficient systems in use in the leading local 
authorities of the Kingdom ; the whole of the present day 
systems of Audit reviewed, analysed, and compared. Summary 
of Contents: — Review of Local Authorities' Accounts and their Audit 
— Extent of Local Authorities' Operations — Local Authorities' Powers, 
Duties, and Obligations — The Position of the Chief Financial Officer — 
The Accounting Systems in vogue — ^The Internal Check in vogue — 
Special Considerations in : (a) County Council Accounts ; (6) County 
Borough Council Accounts ; (c) Non-County Borough Council 
Accounts ; {d) Metropolitan Borough Council Accounts ; (e) Urban 
District Council Accounts, &c. — Accounts Audited by the Local 
Government Board — Statutory Regulations — The Board's Control of 
Accounts and Audit — The Audit by the District Auditor — The Elective 
Audit — Minor Audit Provisions — ^The Professional Audit of Local 
Authorities' Accounts — Preparation for Audit — The Cash Transactions 
— The Revenue Transactions — The Capital Transactions — The Arith- 
metical Accuracy of the Books — Questions of Principle involved in the 
Financial Statements — Compliance with Statutory Regulations — 
Miscellaneous Considerations arising out of Audit — Auditors' Certifi- 
cate and Report — Appendix — Standardised Forms of Published 
Accounts — Index. Net price (post free U.K.) 12/6 ; Abroad, 13/4. 

LOCAL AUTHORITIES' ACCOUNTS, THE DIAGRAM- 
MATIC PRESENTMENT OF. 

(60 pp. and 19 diagrams, 4to.) By Sidney E. Allen, A.S.A.A. 
By the use of diagrams the author presents the principal financial and 
statistical facts [ol one of our largest cities in a clear, concise, and 
intelligible form. In less than 20 diagrams he gives the " condensed 
essence " of over 200 pages of published accounts, and much additional 
information. The practical value of the novel idea at once appeals to 
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the reader. He sees that the diagrams show at a glance what only a 
laborious examination of figures would otherwise give him. The book, 
being written in a popular style, is easy and pleasant to read . Summary 
of Contents : — Preface ; I — Rates ; II — Assets and Debts ; III — Local 
"National" Expenditure; IV — Trading Undertakings: (i) Waterworks, 
(2) Tramways, (3) Electric Supply, (4) Markets, {5) Trading under- 
takings compared with each other; V — Education; VI — General 
Statistics : (i) Police, (2) Fire Brigade, (3) Streets and Sewers, (4) Street 
Lighting, (5) Parks and Recreation Grounds, (6) Population, Births and 
Deaths, (7) Salaries and Wages ; VII — Conclusion ; List of Diagrams ; 
Index. Net price (post free U.K.) 7/6 ; Abroad, 8/- 

MANUAL, ACCOUNTANTS'. 

(See Accountants' Manual, p. 6.) 

MEDICAL PRACTITIONERS' ACCOUNTS. 

(Vol. XVIII of "The Accountants' Library" Series, q.v.) (85 
pp., 8vo.) By J. H. May, A.S.A.A. The system of Book- 
keeping described in this volume is. designed to combine sim- 
plicity with economy of labour, yet enabling the medical man to 
summarise his total income and expenditure on any balancing date, 
and therefrom to have regular Profit and Loss Accounts and Balance 
Sheets prepared. Full pro formd Accounts in illustration of the forms 
of Account Books are given in each case. Chapters are subsequently 
devoted to subjects which accountants find it necessary, at one time or 
another, to apply themselves — such as " Medical Men's Income Tax," 
"The Assessment of Practice Values," "Notes on the Collection of 
Debts Outstanding," &c. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

METRIC SYSTEM, THE. 

(40 pp., 8vo.) By The Rev. G. T. P.Streetep, B.A. A Pamphlet. 
1/- net. Post free U.K. and Abroad, 1/1. 

MINERAL WATER MANUFACTURERS' ACCOUNTS. 

(Vol. VIII of "The Accountants' Library" Series, q.v.) (75 pp., 
8vo.) By J. Lund, A.S.A.A. and G. H. Richardson, F.S.S. 

■ The system of Bookkeeping described can be safely taken as a model 
upon which a set of Books and Accounts should be constructed. The 
work describes and explains the following : Purchases Day Book — 
Purchases Ledger — Sales Book — Sales Ledger — Cartmen's Delivery 
Book — Cash Sales Book — Bottles and Boxes — General Cash Book — 
Petty Cash Book — Nominal Ledger — Wages — Commission — Private 
Ledger — Balance Sheet- — Trading Account — Bottle Exchange — Stock 
Book — Mineral Water Associations and their Officers. Numerous 
pro formd Accounts with specimen entries are given. 

3/6 net. Post free U.K. 3/9 : Abroad, 3/10. 

MINING ACCOUNTS, COAL. 

{See Colliery Accounts, p 15.) 

MINING COMPANIES' ACCOUNTS. 

(See Australian Mining Companies' Accounts (p. g) and 
West African Gold Mining Accounts (p. 43).) 
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MONEY MARKET, AN OUTLINE OF THE. 

(56 pp, 8vo.) By E. E. Spicer, F.C.A. This book deals with 
the growth of the Money Market from the earliest times, and 
shows fully and clearly the working of the complex machine which 
our present civilisation has evolved. Banking, the Bank of England, 
the Bank Rate, the Foreign Exchange, and the vital question of the 
Gold Reserves, are dealt with in a lucid and interesting manner. 

2/- net. Post free U.K. and Abroad, 2/2 . 

MOTOR CAB COMPANY, THE ACCOUNTS OF A 

(46 pp., 8vo.) Reprinted from The Accountant. This work describes 
in detail a system of accounting of the most up-to-date description 
suitable for a Motor Cab Company of ordinary dimensions. Special 
attention is directed to the practical aspects of the matter, e.g.. Stores 
Records, Trial Performances, Drivers' Records, Working Costs, and the 
like ; while the application to these purposes of the Card System gives 
a wider interest to the book. The system described, which has been 
found to work smoothly in actual practice, can easily be adapted to 
suit the requirements of all garages where motor cars are let out on hire. 
2/- net. Post free U.K. and Abroad, 2/lJ. 

MULTIPLE COST ACCOUNTS. 

(See Cost Accounts, p. 18.) 

MULTIPLE SHOP ACCOUNTS. 

(Vol. XXIV of "The Accountants' Library" Series, q^.v.) (120 
pp., 8vo.) By J. Hazeiip, F.C.I.S. A work describing the best 
method of keeping the Accounts of Multiple Shop Companies 
having a number of branches, and dealing in Boots and Shoes, 
Bread, Butter, Clothing, Drapery, Drugs, Fancy Articles, Fish, 
Game and Poultry, Furniture, Hats and Caps, Hosiery, Jewellery, 
Meat, Milk, Provisions, Tea, Tobacco. The reader is guided 
through the different departments of a theoretical business step by 
step till the final results of the vear's trading are ascertained. The 
chapters on Organisation, Stockkeeping, and Stocktaking are of great 
practical value, and the following matters are also dealt with, viz. : — 
Contracts and Agreements ; Leases ; Assessment of Rates ; Appeals 
against Assessments ; Fire and Plate Glass Insurance ; Fidelity 
Guarantees; Income Tax Returns; Credit Accounts; Collection of 
Bad Accounts ; Banking, &c. Summary of Contents :— Organisation 
—Shops : their Functions and Methods of Receiving Supplies— Central 
Warehouse : Purchase of Goods and Distribution to Branches— Head 
Office: How the Accounts are gathered together and finally dealt with 
—Stockkeeping and Stocktaking: Adjustment and Reconciliation- 
Capital and Revenue Expenditure : Renewals and Repairs— Organisa- 
tion into Districts, Differences in Books and Accounts explained— 
Hints on Matters of Importance. 

3/6 net. Post free U.K. 3/10 ; Abroad, 3/11. 

MUNICIPAL ACCOUNTS. 

(Vol XXI of "The Accodntants' Library" Series, ?.«.) (2nd Ed., 
230 pp., 8vo.) By John Allcock, F.S.A.A. This work is based 
on the methods adopted by some of the leading Municmalities 
in England. The entire system of Bookkeeping and Checking ot 
Municipal Accounts is dealt with, and facsimiles of all Books and Forms 
recommended are given. Synopsis: Introduction— Ordering Goods 
and Preliminary Measures relating to Accounts— Checking Accounts— 
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Presentation of Accounts — Schedule of Cheques, &c. — Income and 
Expenditure Ledger — Cost Accounts — Estimate and Expenditure — 
Rates — Electricity Accounts — Corporation Stock — Registration of Stock 
— Private Improvement Works Accounts — Exchequer Contribution 
Account— Town Hall Lettings — Pbli'ce Pension Fund Account — 
Education Accounts^Petty Cash, &c. &c. — Insurance of Workmen — 
Audit. Net price (post free U.K.) 10/6 ; Abroad, 11/- 

MUNICIPAL ACCOUNTS. 

{See also Local Authorities' Accounts (p. 31), The Diagrammatic 
Presentment of Local Authorities' Accounts (p. 31), and Urban 
District Councils' Accounts (p. 42).) 

MUNICIPAL FINANCE. 

(44 pp., 8vo.) By R. F. Miller, F.C.A. A pamphlet dealing with 
some aspects of Municipal Finance and Accounts from the standpoint 
of a Professional Auditor. 6d. net. Post free U.K. and Abroad, 7d. 

MUNICIPAL FINANCE FOR STUDENTS. 

(70 pp., 8vo.) A short work, written by an eminent Municipal 
Accountant, on the most important features in Local Government 
Finance for Students. 2/6 net. Post free U.K. and Abroad, 2/9. 

MUNICIPAL INTERNAL AUDIT, A. 

(2nd Ed., 170 pp., 8vo.) By A, Collins, F.S.A.A. Not only is the 
Audit of the Collection of Rates and other peculiarly Municipal 
Revenues lucidly set out in this work, but the trade undertakings 
(such as Gas Works, Electricity Works, Waterworks, Tramways, 
Markets, &c.) receive special attention. In this Edition further sug- 
gestions are made for the organisation of defence against fraud, and 
for the improvement in the machinery and system by which revenue is 
most eiiiciently to be collected and controlled. The opinions of 
practising Accountants have indicated that the methods of audit 
advocated in this work are most useful and generally practical. 

4/- net. 'Post free U.K. 4/3 ; Abroad, 4/6. 

MUNICIPAL RATING. 

(no pp., 8vo.) By A. James Pearce, A.C.A. A complete 
practical guide for Municipal Rating, showing, step by step, the 
duties which are necessary for the collection of Rates. The Com- 
parative Charts, the specially compiled Returns from other Boroughs, 
the Assessment Tables, and, in particular, many of the Forms which 
are included in the book, have never appeared before in any similar 
work, and have all been tested in actual practice. 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

NEWSPAPER ACCOUNTS. 

(238 pp., 8vo.) By B. J. Norton, F.C.A., and G. T. Feasey, 

A. C. A. Synopsis : Introductory — Books relating to Sales — Books relating 
to Advertisements — Books relating to Contributions — Books relating 
to Purchases and Expenses — Books relating to Cash — Private Books 
— Departmental Checks upon the Bookkeeping — Adaptation of the 
System to Papers of Small Circulation — Adaptation of the System 
to Evening Papers — Adaptation of the System to Weekly Papers — 
Specimen set of Books containing Entries representing Transactions 
for one half-year — Special Rulings of Books for Papers of Small 
Circulation — Special Rulings of Books for Evening Papers — Special 
Rulings of Books for Weekly Papers — Index. 

Net price (post free U.K.) 10/- ; Abroad, 10/6. 
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PARTNERSHIP ACCOUNTS. 

(In the Ppess.) (About 150 pp., 8vo.) By Prof. S. S. Dawson, 
M.Com., F.C.A. Subscription price (before publication), 5/- net. 

PAWNBROKERS' ACCOUNTS. 

(Vol. XIII of "The Accountants' Library" Series, q.v.) (90 pp., 
8vo.) By Fred Thornton and J. Henry May, A.S.A.A. This work 
embodies a complete System of Accounts for this peculiar and (to 
the outsider) complicated trade. The system has been perfected by 
many years of experience in Pawnbroking circles, and is placed 
before Accountants as the best, not only by reason of its meeting 
the recognised requirements of modern accountancy, but above all 
because it is already in operation in a large number of Single-shop 
Pawnbroking Establishments, as well as in the Offices of up-to-date 
Companies with Branches. 

3/6 net. Post free U.K. 3/9; Abroad, 3/10. 

PERSONAL AND DOMESTIC ACCOUNTS. 

(56 pp., 8vo.) By J. G. P. Ibotson, A.C.A. A useful hand- 
book, showing how to keep Personal Accounts on a proper 
footing. Synopsis : — Introductory — Records of Payment — Records of 
Receipt — The Cash Book — Classification — The Ledger — Receipts and 
Payments Account and Balance Sheet — Income and Expenditure 
Account — Capital Accounts — Comparative Statements — Vouchers — 
Income Tax^— Trust Accounts — Appendix — Trustee Investments. 

1/. net. Post free U.K. and Abroad, 1/2. 

POCKET DIARY AND REFERENCE BOOK, THE 
ACCOUNTANT'S. 

{See p. 5.) 

POLYTECHNIC ACCOUNTS. 

(Vol. XI of " The Accountants' Library " Series, q.v.) (86 pp„ 
8vo.) By H. Calder Marshall, F.C.A. A complete set of Book- 
keeping and Accounts for Polytechnic Institutions. Synopsis: Intro- 
ductory — System of Finance — List of Books — Organisation of Staff 
— Chief Books of Account — Departmental Books — Subsidiary Statistical 
Books — The Final Accounts — Capital Accounts — Establishment 
Charges — Resolutions passed at Conference of Polytechnic Auditors 
— Grants — Audit — Appendix . 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

PRINTERS' ACCOUNTS. 

(Vol. XVII of "The Accountants' Library" Series, q.v.) (80 pp., 
8vo.) By H. Lakin-Smith, Chartered Accountant. A thoroughly 
reliable handbook on Bookkeeping for Printers. Summary of Contents : 
Introduction — Estimating Purchases — Cash Books — Wages — Sales — 
Cost Accounts — Private Ledger, &c.— Balance Sheet — Depreciation- 
Departmental Accounts — Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

PROCESS COST ACCOUNTS. 

{See Cost Accounts, p. iS.) 

PROFESSIONAL ACCOUNTANTS. 

(128 pp., 8vo.) By B. Worthington. An Historical Sketch. 
This book gives an historical survey of the Profession in this 
country from its early inception to the present time. It embraces. 
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amongst other chapters, one entitled " An Accountant's Report, about 
1721," which is reprinted in full in an appendix, and which should 
prove of undoubted interest to all Accountants. Other subjects dealt 
with are : The Early Progress of the Profession ; The Railway Mania 
and its sequel ; Auditors, past and present ; &c. &c. Throughout the 
book there is much didactic information bearing on the subject of 
Accountancy in a lucid manner. 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/10. 

PROMOTION AND ACCOUNTS OF A PRIVATE 
LIMITED COMPANY, THE. 

(88 pp , 8vo.) By M. Websten Jenkin«on, F.C.A. A Paper 
read before the members of various Chartered Accountants Students' 
Societies in January igii. Revised and Reprinted with an Index. 
Synopsis : Advantages and Disadvantages on the Conversion of a 
Business into a Private Limited Company — Definition of " Private 
Company" — Procedure — Memorandum of Association — Articles of 
Association — Copies of Memorandum and Articles — Sale Agreement — 
Fees Payable upon Incorporation— Incorporation of the Company — 
Preliminary Expenses — First Directors' Meeting — Statistical Books to 
be kept and Returns to be made to the Registrar — Allotment of Shares 
— Statutory General Meeting — Statutory Requirements — Penalties for 
Non-compliance with Statutory Requirements — Entries in Financial 
Books — Adjustments in Vendor's Accounts — Profits prior to Incorpora- 
tion — Share Capital Accounts Forfeiture of Shares — Debentures — 
Final Accounts and Audit— Income Tax — Conclusion. 

Boards, 2/- net. Post free U.K. and Abroad, 2/3. 

Cloth,. 2/6 ,, ,, ,, 2/9; „ 2/10. 

PROMOTION AND ACCOUNTS OF A PUBLIC 
LIMITED COMPANY. 

{184 pp., 8vo.) By Wl. Webster Jenkinson, F.C.A. A Revised 
and Enlarged Reprint of a Lecture read before various Students' 
Societies in 1912. Synopsis : Procedure — Constitution and Memo- 
randum of Association — Name — Registered Office — Objects — Alteration 
of Memorandum of Association — Articles of Association — -Inspection of 
Memorandum and Articles — Capital and Shares — Application and 
Allotment of Shares — Share Certificates — Transfer of Shares — Deben- 
tures — Registration — Use of Name — Underwriting — Promoter and 
Prospectus — Advertising — Payment of Interest out of Capital — Directors 
— Purchase Price — Preliminary Expenses — The Preliminary Contract — 
Commencement of Business— Profits prior to Incorporation — Meetmgs 
and Proceedings — Statutory General Meetings — Extraordinary General 
Meetings — Other Meetings and Votes — Statutory Requirements — 
Penalties for Non-compliance with Statutory Requirements — Books to 
be Kept— Register of Members — Register of Mortgages — ^Annual List 
and Summary Book — Share Capital Accounts — Final Accounts and 
Audit — Conclusion. 

Cloth bound. 5/- net. Post free U.K., S/4 ; Abroad, 5/5. 

PUBLISHERS' ACCOUNTS. 

(128 pp., 8vo.) By C. E. Allen. A complete system of Accounts 
tor Publishers, illustrated with numerous pro formd Accounts, and 
a fully worked example of typical transactions Synopsis : — Nature 
of the Business — Method and Organisation of the Book Trade — Books — 
Routine— Nature of the Ledger Accounts — Stocktaking — Balancing — 
Analysis of Subsidiary Books — Worked Example of Typical Transac- 
tions — Copyright — Definition of Literary Property — Peculiarities of its 
Nature — As a Monopoly — Circumstances which affect the Value of 
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Copyright — Duration and Term — Copyright Act Magazine Accounts, 
involving the Treatment of Printing Plant, Wages of Compositors, 
&c. — Outline Forms of Agreement between Author and Publisher — 
Electros, Stereos, List of Assets. 

2/6 net. Post Free U.K. 2/9 ; Abroad, 2/10. 

QUARRY AND STONE MERCHANTS' ACCOUNTS. 

(Vol. XXVII of "The Accountants' Library" Series, y. a.) (112 
pp., 8vo.) By J. G. P. I botsnn, Chartered Accountant. A complete 
System of Accounts for Quarry Owners and Managers and Stone 
Merchants. Synopsis: — Introductory— Quarry Department — Works 
Department — Transport — Sales Department — Financial — Annual 
Accounts — Audit — Branch Accounts — Plant Accounts, &c. — Granite 
Sett, Slate, and Marble Quarries — Appendices — Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

RAILWAY ACCOUNTS, A DIGEST OF. 

(92 pp., 8vo.) By A. C. Anderson, Chartered Accountant. This 
work sets out briefly and concisely the sources from which the 
figures appearing in the published accounts of a Railway Company 
are compiled. Synopsis ; — Traffic Department : Coaching — Goods — 
Minerals. Expendiiore : Stores Department— Works and Ways 
Department — Locomotive, Carriage, and Wagon Department. Traffic 
Secretary's Depart\ient : General Si'cretarial Duties — Accountancy 
in the Secretary's Office. Accodntant's Department : Audit Offices 
(Coaching — Goods and Minerals— Mileage and Demurrage Returns — 
Government Duty on Passenger Traffic) — Station Ledger Office — Book- 
keepers' Office — List of Accounts — Appendix. The Audit of Railway 
Companies : General Remarks on the Professional Audit — Forms of 
Account prescribed by the Regulation of Railways Act, 1868 — Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

RATING, MUNICIPAL. 

{See Municipal Rating, p- 34) 

RECEIVER AND MANAGER IN POSSESSION, THE. 

(52 pp., 8vo.) By A. Binnie, F.r.A., C.A. This work describes 
the methods by which the Receiver and Manager carries out the 
practical duties devolving upon him after his appointment, deals 
with many of the difficulties which confront him, and contains 
useful Forms and directions relating to the Preparation and Vouching 
of the Receiver and Manager's Accounts. Carrying out of Contracts, 
Management of Routine Work, Preferential Claims, Borrowing, Reali- 
sation of Property, and Personal Liabilities incurred by Receivers and 
Managers, are among the points dealt with in the book, which should 
be of practical interest to the Student of Accountancy, and may, for 
purposes of reference, appeal to many practitioners. Synopsis : 
Appointment — Preliminaries to Appointment by the Court — Power to 
Borrow immediately for certain purposes — Acts after Appointment and 
on taking Possession — Management and Routine Work — Preferential 
Claims — Income Tax — Liquidation — Removing Property — Disputed 
Property — Realisation — Conditions of Sale— Delivery to Purchaser — 
Auctioneers' and Valuers' Charges — Transfer ot Debentures — Transfer 
of Shares — Paying Money into Court— The Receiver's Account — 
Discharge. 2/6 net. Post free U.K. 2/8 ; Abroad, 2/9. 

RECEIVERS, LAW OF. 

(See Law of Trustees, Liquidators, and Receivers, p. 41.) 
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RESERVES AND RESERVE FUNDS. 

{See Depreciation, Reserves and Reserve Funds, p. 21.) 

SHIPBUILDERS' ACCOUNTS. 

(See Engineers' and Sliipbuilders' Accounts, p. 22.) 

SHIPPING ACCOUNTS. 

(Vol. XL of " The AcconNTANis' Library " Series, q.v.) (100 pp., 
8vo.) By R. R. Daly, Chartered Accountant. This important work 
deals fully and explicitly with the Accounts of Shipping Companies. 
The text is amply explained by the many Forms of Account which 
are included. It deals with the following branches : — The Accounts 
of a Sailing Ship— The Accounts of a Single-Ship Company — The 
Accounts of a Company owning several Vessels — The Accounts of 
a Line of Steamers — Passenger Office Accounts. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

SHOPKEEPERS' ACCOUNTS. 

(2nd Ed., 50 pp., 8vo.) By S. B. Quin, F.C.A. A System for 
a Grocery, Provision, or General Store, which can be adapted to 
the Accounts of a Shopkeeper engaged in any business. Synopsis : 
Introduction — Sales Ledger — Sales Ledger Analysis Book — Cash 
Book — Cash Book, Alternative Form — Invoice Book — General 
Ledger — Specimen Accounts — General Remarks and Conclusion — 
Forms : Balance Sheet — Sales Ledger — Sales Ledger Analysis Book — 
Cash Book — Cash Book, Alternative Form— Invoice Book — General 
Ledger — together with Specimen Accounts and Entries. 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/10. 

SINGLE COST ACCOUNTS. 

{See Cost Accounts, p. 19.) 

SOLICITORS' ACCOUNTS. 

(Vol. XII of "The Accountants' Library" Series y.u.). (2nd Ed., 
92 pp., 8vo.) By L. R. DIcksee, M.Com., F.C.A. Designed 
to meet the requirements of either large or small practices, the 
system of Accounts advocated is clearly described, and numerous 
alternative methods, suitable under various circumstances, are fully 
dealt with. The work consists of Six Chapters, and contains a fully 
worked out set of pro formd Transactions illustrating the correct method 
of keeping each book described. Among other important matters the 
following are duly considered : — The Separation of Clients' Moneys, 
County Court Business, Agency Business, Draft Bills of Costs, &c. 
Every effort has been made to formulate a system combining Simplicity 
with Completeness and Practical Efficiency. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

STOCKBROKERS' ACCOUNTS. 

(Vol. IX of "The Accoontants' Library " Series, j.w.) (2nd Ed., 
no pp., 8vo.) By W. D. Callaway, Chartered Accountant. The 
unique system of Dealing and Accounting that obtains on the London 
Stock Exchange is fully explained in this book. Synopsis : — (i) The 
rnethod of dealing ; (2) The Settlement of Bargains ; (3) Minor and 
Subjective Difficulties, Calls and Dividends, Rights, Options, Put and 
Call, Giver and Taker, Arbitrage, Settlement, Department or Clearing 
House ; (4) Description of Books necessary for a Jobber ; (5I 
Description of Books necessary for a Broker ; (6) Trial Balance ; (7) 
Specimen Accounts ; (8) The Audit ; (9) Fraud in Stockbroker^' 
Accounts. A Glossary of Stock Exchange Words and Phrases and a 
comprehensive Index follow, the whole being supplemented by an 
Appendix divided as follows : {a) Share Calculation 'Table ; (6) Stamp 
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Duties; (c) Illustration ot a Make-up; {d) Commission usually 
Charged lay Brokers; (e) Stock Exchange Rules relating to Official 
Quotations. 3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

STUDENTS' GUIDE TO ACCOUNTANCY. 

(2nd Ed., no pp., 8vo.) By L. R. DIcksee, M.Com., F.C.A. 

This work affords reliable information for those who contemplate 
entering the Accountancy Profession, and will be found of value 
to all Articled Clerks in helping them to acquire the necessary 
knowledge to enable them to pass their examinations. Synopsis:— 

A Sketch of the Accountancy Profession — On being Articled 

The Preliminary Examination — The First Half of Articles The 

Intermediate Examination— The Last Half of Articles — The Final 

Examination — Afterwards — Appendix A : Pro /ormd Articles 

Appendix B : Instructions to Candidates— Appendix C : Hints on 
Preparation for the Examinations. 

2/6 net. Post free U.K. and Abroad, 2/9. 
SUPERTAX, THE, AND HOW TO AVOID OVER- 
CHARGES AND PENALTIES. 

(20 pp., 8vo.) By C. E. Isaacs. This new work will be of timely 
service to taxpayers, who, under the Finance Act, 1909, will be 
compelled to disclose their total incomes from every source — not to 
obtain alleviation of their income-tax burdens, but to reveal to the 
Inland Revenue authorities the extent to which they are liable to 
increased taxation, under the newly imposed " Supertax." 

ti- net. Post free U.K. and Abroad, 1/1. 
TABLE A. [Revised.] 

(22 pp., 8vo.) Regulations for Management of a Company Limited 
by Shares. 6d. net. Post free U.K. and Abroad, 7d. 

TERMINAL COST ACCOUNTS. 

{See Cost Accounts, p. 19.) 

THEATRE ACCOUNTS. 

(Vol. V of "The Accodntants' Library" Series, q.v.) (81 pp., 
8vo.) By W. H. Chantpey, Chartered Accountant. This work sets 
out the system of Recording the Receipts of a Theatre, with a 
Complete Set of House Returns, and also details the method of 
Checking the House and other Receipts. It deals with the Treasury 
and other Expenditure, and includes a Form of Weekly Financial 
Statement and Treasury Sheet. Advance Booking, Library Accounts, 
Provincial Tours, and Authors' Fees are also dealt with, together witti 
the consideration of Cost of Production and Depreciation, with an 
explanation of the Depreciation Table. Notes concerning the Revenue 
Account and Balance Sheet, and the Audit are included, and the Appendix 
contains Forms of Lord Chamberlain's Licences, Agreements with 
Artistes, Authors, and Touring Company, a pro formd Balance Sheet 
and Revenue Account, and a Depreciation and Sinking Fund Table for 
100 years, at 3 to 6 per cent. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/1 0. 

TIMBER MERCHANTS' ACCOUNTS. 

(Vol. XXXV of "The Accountants' Library" Series, q.v.) (100 
pp., 8vo.) By E. E. Smith, Chartered Accountant. The Accounts 
of both the Wholesale and Retail Businesses are dealt with in this 
volume, and information is given as to the methods necessary to 
properly record the transactions of a firm having branches at various 
places. 3/6 net. Post free U.K. 3/9; Abroad, 3/10. 
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TIME TABLES 

[See Bankruptcy and Company Time Tables, p. lo.) 

TRAMWAY BOOKKEEPING AND ACCOUNTS. 

(Vols. XV and XLVIII of "The Accountants' Library" Series, q.v.) 
(282 pp., 8vo.) By Donald McColl. This work is based upon the very 
thorough and up-to-date methods in operation in the Glasgow Cor- 
poration Tramways Department, and will be of considerable service to 
Tramway 0£Bcials and others interested in Tramways, both here and in 
America. The entire System of Accounting is clearly and fully described, 
and facsimiles of all the Books and Forms recommended are given. 
Synopsis : Introductory and General — Traffic — Wages — General Stores 
— Power Stations — Dep6ts— Works — Permanent Way and Electrical 
Equipment of Track — Weekly Revenue and Expenditure Statement — 
General Bookkeeping — Annual Balance — Sinking Bund, Depreciation, 
Renewal, and Reserve Funds— Insurances — Friendly Societies — Super- 
annuation Fund— Valuation for Local Assessments, together with a 
Supplement dealing with the following: — Standardisation of Accounts 
— Disadvantages of Expenditure Ledger System — Numerical List of 
Accounts — Allocation of Wages — Allocation of Materials — Special 
Statistical Items suggested — List of Forms — Facsimiles of Books and 
Forms — Index. Net price (post free U.K.) 12/6 ; Abroad, 13/2. 

The Supplement separately. 

2/6 net. Post free U.K. and Abroad, 2/9. 

TRANSACTIONS OF THE UNION OF CHARTERED 
ACCOUNTANT STUDENT SOCIETIES. 

{See Union, Ac, p. 41.) 

TREATMENT OF FLUCTUATING CURRENCY IN 
ACCOUNTS. 

(60 pp., Svo.) By A. E. Cutfopth, A.C.A. This book deals as 
shortly and concisely as possible with this particular branch of the 
subject of Foreign Exchange. Simple examples have been used 
throughout to illustrate the detailed explanations given. Among the 
matters discussed in relation to fluctuating currency are : Treatment of 
Revenue Receipts and Expenditure— Treatment of Capital Expenditure 
— Current Account between an English and a Foreign Office — Valuation 
of Floating Assets and Liabilities — Treatment of Stores Accounts — 
Differences in Exchange : how arising and how dealt with — Use of 
" Permutation " or " Conversions " Account. 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/10. 
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7d. 


net. 


Post 


free U.K. and Abroad, 
Per doz., 6/- net. 
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TRUSTEES, LIQUIDATORS, AND RECEIVERS, A 
CHART OF THE RIGHTS AND DUTIES OF. 

By W. R. Willson, B.A., Barrister-at-Law. A Chart of the Liabilities, 
Duties, Powers, Rights, Appointment and Removal of Trustees in 
Bankruptcy, Compulsory, Voluntary, and Supervision Liquidations, 
Trustees under Deeds, and Receivers. 

1/- net. Post free U.K. and Abroad, 1/3. 
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TRUSTEES, LIQUIDATORS, AND RECEIVERS, THE 
ACCOUNTS OF. 

(Vol. XLI of "The Accodntants' Library " Series, q.v.) (135 
pp., 8vo.) By S. S. Dawson, M.Com., F.C.A., and H. R. 
Graves, A.C.A. This Work deals fully with its subject, and 
viiW be found of the greatest use to all Accountancy Practitioners. 
It deals with the Accounts of Trustees in Bankruptcy, under Deeds of 
Arrangement ; Liquidators in Compulsory Winding-up, in Voluntary 
Winding-up, and in Winding-up subject to the supervision of the Court ; 
" Pending " Liquidations and Accounts of Receivers. AH necessary 
Forms and Examples are given, together with an exhaustive Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

TRUSTEES, LIQUIDATORS, AND RECEIVERS, 
THE LAW OF. 

(3rd Ed., 278 pp., Svo.) By W. R. Willson, B.A., Barrister- 
at-Law. A succinct statement of the law, as established by 
the latest statutes and decisions, written analytically for students 
reading for the Examinations of the Institute of Chartered Accountants 
and the Society of Accountants and Auditors. The work deals 
with the Appointment and Removal, the Rights, Powers, Duties, and 
Liabilities of Trustees in Bankruptcy : Trustees under Schemes or 
Compositions and in Administrations of Deceased Insolvents : Special 
Managers in Bankruptcy : Trustees under Private Deeds of Arrange- 
ment : Liquidators in Compulsory Winding-up : Provisional Liquidators: 
Special Managers in Winding-up : Liquidators in Voluntary Winding-up : 
Liquidators in Winding-up under Supervision : Receivers appointed 
by the Court : Managers and Consignees : Receivers appointed by 
Parties, together with Abbreviations, Definitions, Index to Cases cited. 
Appendix of Forms, Time Table, and Chart. 

Net price (post free U.K.) 10/6 ; Abroad, 11/- 
(See also Receiver and Manager in Possession, p. 37.) 

UNDERWRITERS' ACCOUNTS. 

(Vol. XXII of "The Accountants' Library" Series, q.v.) ziid Ed., 
(100 pp., Svo.) By E. E. Spicer, fr'.C.A., and E. C. Pegler, F.C.A. 
This work deals somewhat fully with the general principles underlying 
the business, in order that those not acquainted with Accounts of this 
nature may more readily grasp the system laid down ; but the whole 
subject has necessarily been dealt with from the point of view of 
Accounts. Since the first edition of this book was published the system 
■ of Account-keeping at Lloyd's has materially altered in certain respects, 
necessitating a thorough revision of the text. The general adoption of 
what is known as " Syndicate Form," which involves considerable 
diflSculties from an Accountancy point of view, rendered necessary the 
addition of a special chapter on this subject, which is amply 
illustrated by specimen forms and accounts. 

5/- net. Post free U.K. 5/3 ; Abroad, 5/4. 

UNION OF CHARTERED ACCOUNTANT STUDENT 

SOCIETIES' JOINT TRANSACTIONS 

(8vo.) This publication, which is issued annually, contains selected 
and edited Lectures and Essays rea,d before the various Chartered 
Accountant Students' Societies. 

The issue for 1911 (8vo., xvi. -t- 424 pp.) contains the following 
Lectures : — The Promotion and Accounts of a Private Limited Com- 
pany, by M. Webster Jenkinson, F.C.A. ; Reserves, Annuities, and 
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Sinking Funds, by Ernest Evan Spicer, F.C.A. ; Balance Sheet Values 
and Reserve Funds, by W. R. Hamilton, J. P., F.C.A. ; The Verification 
of Assets : Essay, by Philip H. Blackwell ; Contracts in Restraint of 
Trade, by Paul E. Sandlands, Barrister-at-Law ; Some Notes on the 
Accounts and Records of Printers, by H. Lakin-Smith, F.C.A., F.S.S. ; 
Mnemonics, and other Aids to Preparation for the Institute Examina- 
tions, by Allan Welch, A.C.A. ; How Values are Ascertained, by J. 
Keetley, A.C.A. ; An Audit of Trust Accounts under the Public Trustee 
Act, 1906, by Ernest C. Pegler, F.C.A. ; The Administration of the 
Income Tax Acts, by C. E. Isaacs ; Hints to Accountancy Examinees, 
with Special Reference to the Accountancy Subjects, by Roger N. 
Carter, M.Com., F.C.A. ; Voluntary Liquidations, by W. H. Shaw, 
F.C.A.; The Duties of Trustees and Ofl&cial Receivers in Bankruptcy, 
by George A, Baker, Solicitor, Birmingham ; Trust Accounts, by W. J . 
Birks ; Remarks on -Railway Records, by A. W. Air ; Investigations of 
Accounts for Purposes other than Flotations, by H. R. Morland, M.A., 
A.C.A. ; The Preparation and Audit of the Statutory Report, Section 65 
of the Companies (Consolidation) Act, igo8, and Matters Co-Incident 
thereto: Prize Essay, by R. E. Dawe; Some Duties of a Liquidator in 
a Winding-up by the Court, by Wilfrid Price, Barrister-at-Law ; 
Debentures, by J. Sampson, Solicitor; Frauds, by Daniel Hill, F.C.A. 

Price 4/- net. Post free U.K. 4/4 ; Abroad, 4/6. 

*,* The issues for 1909 and 1910 can still be obtained. 

1912 Edition in Press. 

URBAN DISTRICT COUNCILS' ACCOUNTS. 

(Vol. XLV of "The Accountants' Library" Series, 5'. ».) (140 pp., 
8vo.) By F. S. Eckersley. This work provides a complete practical 
manual illustrative of the method of keeping the Accounts of Local 
Authorities on the basis of. Income and Expenditure, for the use 
of Clerks and Accountants to Urban District Councils. The book will 
also be found useful to Clerks to Rural District Councils, Assistant Over- 
seers, Rate Collectors, and other Financial Officers, to members of Local 
Authorities interested in financial matters affecting local government, 
and to students of municipal finance. Synopsis : Introduction — General 
District Revenue, Income — General District Revenue, Expenditure — 
Income from Loans and Capital Outlay — Private Street Works Accounts 
— Income from and Expenditure in connection with Reproductive 
Undertakings — Education Accounts — Audit and General — Financial 
Administration, together with 56 Forms, Appendix and Index. 

3/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

VADE MECUM, ACCOUNTANT'S AND BOOK- 
KEEPER'S. 

(234 pp., 8vo.) By G. E. Stuart Whatley, Second 
Edition by R. N. Cartel', M.Com., F.C.A. This Work con- 
sists of a Series of practical Articles upon Capital and Revenue 
Expenditure, Revenue Accounts, Deficiency Accounts, Statements 
of Affairs, Renewals and Depreciation, The Double Account . 
System, Reserve and Sinking Funds, Adjustment of Partnership 
Accounts, Joint Stock Companies' Accounts, Tabular Bookkeeping, 
Amalgamations, Hotel and Theatre Accounts, and other matters not 
generally dealt with in existing works on Bookkeeping, together with 
useful Forms and Directions and numerous fro formd Accounts. 

Net price (post free U.K.) 7/6; Abroad, 7/11. 
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WATER COMPANIES' ACCOUNTS. 

(Vol. XIX of "The Accodntants' Library " Series, j.w.) (80 pp., 
8vo.) By F. Key, Incorporated Accountant. The complete system of 
Bookkeeping advocated is illustrated by full pro formd Accounts. 
Synopsis: Introduction. Chapter I. — Meter and General Rent Ledgers 
and books subsidiary thereto. Chapter II. — The Collection of the 
Company's Rents and the internal check thereon. Chapter III. — 
The Stores Department : Intake and Delivery. Chapter IV. — The 
Principal Financial Books ; Capital and Revenue ; Audit. Chapter 
V. — Miscellaneous Books ; Conclusion. Appendices : — Accounts 
of the Hillside Water Company ; Trial Balance ; Revenue and Capital 
Accounts and Balance Sheet ; Extracts from Acts of Parliament 
pertaining to Water Companies' Accounts. Index. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

WEST AFRICAN GOLD MINING ACCOUNTS. 

(134 pp.,8vo.) By Fred J. Lock, A.S.A.A. This practical guide 
for the introduction and working of a system of accounts suitable for a 
gold mine in West Africa is the result of the many years' experience 
the Author had as Chief Accountant on some of the largest gold mines 
of that country. In carrying out the duties which devolve upon an 
Accountant on a mine, the need is often felt of a book of reference 
giving some concise and workable system of accounts, suitable for 
either large or small undertakings, and this book will, it is hoped, 
prove of value to mine managers and accountants, and those whose 
business brings them into contact with mining companies. The work 
is freely illustrated with Forms distributed throughout the text, and 
deals with the engagement of Workmen and Conditions of Service, &c.. 
Allocation Lists, Time-keeping, Stores, the General Bookkeeping and 
Final Accounts, Record Books, Returns, Sec, and the Head Office 
Books. The Forms have for the most part been put to the test by 
actual use on the West African Goldfields. 

5/- net. Post free U.K. 5/3 ; Abroad 5/4. 

WINE AND SPIRIT MERCHANTS' ACCOUNTS. 

(Vol. XXXII of "The Accodntants' Library" Series, q.v.) (igo 
pp., 8vo.) By A. Sabln. This book describes a complete system of 
Accounts on a thoroughly practical basis, suitable for a small Country 
Business, or one with a large Town connection. The transactions 
of the " Universal Wine and Spirit Company " are followed in detail 
from the receipt of an Order to the appropriation of the Profits in 
the Partners' Balance Sheet. The system is a simple one, and the 
books self-balancing. The technical information given, with the 
Customs and Excise Regulations and Duties, and Licences payable in 
dealing with Wines and Spirits, will be found useful. 

S/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

WOOLLEN ACCOUNTS. 

(Vol. XLIII of "The Accodntants' Library" Series, ?.».) (76 pp., 
8vo.) By J. Mackie. A complete System of Bookkeeping for 
Woolleh and other Warehousemen. Describes fully the necessary 
Books and Forms for the Warehouse and the Counting House, 
together with the Statistical Books. 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/1 0. 
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A LIST OF THE VOLUMES OF THE 

ACCOUNTANTS' LIBRARY. 

Fop Subscription Rates see page 48 



A SERIES of 51 Handbooks, each separate volume of which deals 
with a system of Bookkeeping suitable for the particular business 
described, together with a complete set of pro forma Accounts. Demy 8vo 
size, uniformly bound in cloth, gold lettered. 



I.— BANK BOOKKEEPING AND ACCOUNTS. 

2nd Ed. (IVIeelboom & Hannaford.) (See p. 10.) 

3/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

11.— AUCTIONEERS' ACCOUNTS. 

2nd Ed. (Dicksee.) (See p. 8.) 

3/6 net. Post free U.K. 3/9 : Abroad, 3/1 0. 

ill.— BUILDERS' ACCOUNTS. 

3rd Ed. (Walbank.) (See p. 14.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

IV.— AGRICULTURAL ACCOUNTS AND INCOME TAX. 

2nd Ed. (Meats.) (See p. 7.) 

5/- net. Post free U.K. 5/4; Abroad, 5/5. 

v.— THEATRE ACCOUNTS. 

(Chantpey.) (See p. 39.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

VI.— CO-OPERATIVE SOCIETIES' ACCOUNTS. 

(Sugden.) (See p. 17.) 

5/- net. Post free U.K. 5/3 ; Abroad, 5/4. 

VII.— GAS ACCOUNTS. 

and Ed. (The Editop.) (See p. 26.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

Vill.— MINERAL WATER MANUFACTURERS' ACCOUNTS. 

(Lund & Ricliapdson.) (See p. 32.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

IX.— STOCKBROKERS' ACCOUNTS. 

2nd Ed. (Callaway.) (See p. 38.) 



3/6 net. Post fret U.K. 3/9 ; Abroad, 3/10. 
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X.— GRAIN, FLOUR, HAY, AND SEED MERCHANTS' 
ACCOUNTS. 

(Johnson.) (See p. 27.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XI.— POLYTECHNIC ACCOUNTS. 

(Marshall.) (See p. 35.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XII.— SOLICITORS' ACCOUNTS. 

2nd Ed. (DIcksee.) (See p. 38.) 

3/6 net. Post free U.K. 3/9 r Abroad, 3/10. 

XIII.— PAWNBROKERS' ACCOUNTS. 

(Thornton & May.) (See p. 35.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XIV.— ENGINEERS' AND SHIPBUILDERS' ACCOUNTS. 

2nd Ed. (Burton.) (See p. 22.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/IO. 

XV.— TRAMWAY ACCOUNTS. 
(McColl.) (See p. 40.) 

Net price (post free) U.K. 10/6 ; Abroad, 11/- 

XVI.— AUSTRALIAN MINING COMPANIES' ACCOUNTS. 

(Godden & Robertson.) (See p. g.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XVII.— PRINTERS' ACCOUNTS. 

(Lakin-Smith.j (Sefp. 35.) 

3/6 net. Post free U.K. 3/9; Abroad, 3/10. 

XVIII.— MEDICAL PRACTITIONERS' ACCOUNTS. 

(May.) (See p. 32.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XIX.— WATER COMPANIES' ACCOUNTS. 

(Key.) (See p. 43.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XX.— FISHING INDUSTRY ACCOUNTS. 

(Willtamson.) (See p. 25.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXI.— MUNICIPAL ACCOUNTS. 

2nd Ed. (Allcock.) (See p. 33.) 

Net price (post free) U.K. 10/6 ; Abroad, 11/- 

XXII.— UNDERWRITERS' ACCOUNTS. 

2nd Ed. (Spicer & Pegler.) (Swp.41.)- 

5/. net. Post free U.K. S/3; Abroad, 5/4. 
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XXIII.— JEWELLERS' ACCOUNTS. 

(Allen Edwards.) (See p. 30.) 

5/- net. Post free U.K. 5/4 ; Abroad, S/6. 

XXIV.— MULTIPLE-SHOP ACCOUNTS. 

(Hazellp.) {See p. 33.) 

3/6 net. Post free U.K. 3/10 ; Abroad, 3/11. 

XXV.— BUILDING SOCIETIES' ACCOUNTS. 

(Grant-Smith.) {See p. 14.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXVI.— DEPRECIATION, RESERVES, AND RESERVE FUNDS. 

3rd Ed. (Dicksee.) {Seep. 21.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXVII.— QUARRY ACCOUNTS. 

(Ibotson.) {See p. 37.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXVIII.— FRIENDLY SOCIETIES' ACCOUNTS. 

(Fupnival Jones.) {See p. 26.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

XXIX.— ELECTRIC LIGHTING ACCOUNTS. 

2nd Ed. (Johnson.) (See p. 22.) 

Net price (post free) U.K. 7/6 ; Abroad, 8/- 

XXX.— FRAUD IN ACCOUNTS. 

2nd Ed. (Editor.) {See p. 25.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXXI.— DRAPERS' ACCOUNTS. 

2nd Ed. (Richardson.) {See p. 21.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

XXXII.— WINE MERCHANTS' ACCOUNTS. 

(Sabin.) (See p. 43.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/6. 

XXXIII.— DAIRY ACCOUNTS. 

(Rowland.) {See p. 20.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXXIV.— BRICKMAKERS' ACCOUNTS. 

(Fox.) {See p. 14.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/11. 

XXXV.— TIMBER MERCHANTS' ACCOUNTS. 

(Smith.) {See p. 39.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 
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XXXVI.— INSURANCE COMPANIES' ACCOUNTS. 

(Tyler.) {See p. 29.) 

Net price (post free) U.K. fO/6 : Abroad, 11/- 

XXXVII.— HOTEL ACCOUNTS. 

2nd Ed. (DIcksee.) {See p. 28.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXXVIil.— LAUNDRY ACCOUNTS. 

(Livesey.) {See p. 30.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XXXIX.— COTTON SPINNERS' ACCOUNTS. 

(Moss.) {See p. 20.) ' 

5/- net. Post free U.K. S/4 ; Abroad, 5/5. 

XL.— SHIPPING ACCOUNTS. 

(Daly.) (See p. 38.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XLI.— TRUSTEES', LIQUIDATORS', AND RECEIVERS' 

ACCOUNTS. 

(Dawson.) {See p. 41.} 

3/6 net. --Post free U.K. 3/9 ; Abroad, 3/IO. 

XLII.— MULTIPLE-COST ACCOUNTS. 

(Garry.) {See p. 18.) 

3/6net. Post free U.K. 3/9 ; Abroad, 3/10. 

XLIII.— WOOLLEN, &c., ACCOUNTS. 

(Mackie.) {See p. 43.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/10. 

XLIV.— BREWERS' AND BOTTLERS' ACCOUNTS. 

(Lanham.) {See p. 14.) 

Net price (post free) U.K. IO/6 ; Abroad, 11/- 

XLV.— URBAN DISTRICT COUNCILS' ACCOUNTS. 

(Eckepsley.) {See p. 42.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

XLVI.— TERMINAL COST ACCOUNTS. 

(Nisbet.) {See p. 19.) 

3/6 net. Post free U.K. 3/9 ; Abroad, 3/1 0. 

XLVII.— SINGLE COST ACCOUNTS. 

(Mitchell.) {See p. 19.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

XLVIII.— TRAMWAY BOOKKEEPING AND ACCOUNTS 

SIMPLIFIED (a Supplement to Vol. XV}. {See p. 40.) 
(McColl.) 

2/6 net. Post free U.K. 2/9 ; Abroad, 2/9. 
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XLIX.— PROCESS COST ACCOUNTS. 

(Garry.) (See p. i8.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

L.— BAKERS' ACCOUNTS. 

(Meggison.) [See p. g.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 

LI.— COLLIERY ACCOUNTS. 

(Mann.) {See p. 15.) 

5/- net. Post free U.K. 5/4 ; Abroad, 5/5. 



SUBSCRIPTION RATES. 



To Subscribers to 20 or more volumes at a time these are 
published at the following special subscription rates : — 



PDELISHED PRICE. 


SUBSCRIPTION 


PRICE 


3/6 


2/6 




5/- 


3/9 




7/6 


5/- 




10/6 


7/6 





The subscription prices, CARRIAGE PAID, are as follows : — 

nNIIED KINGDOM. ABROAD. 
/ S d / S d 

Volumes I. to XX. 300 36 10 

Volumes XXI. to LI. .. .. 5 8 3 S 19 O 

Volumes I. to LI. .. .. 8 8 3 9 6 O 

single copies of any volume may be obtained at the ordinary rates, 
as detailed above. 
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